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Translation: ‘‘l quit!’’ 


A valuable, hard-to-replace secretary on the brink of 
farewell—fed “up to here” with her big boss's small-time 
office. Cramped, cluttered, destroying morale and productivity. 


Then along came the Invincible man | 
P with the office plan * — 


... to turn “the littered look” into a magnificent symbol of achieve- 
ment. A spacious executive desk ... two-tone with smart Aerogrill 
Not really wearing shining panel, new leg bases, luxurious chairs with harmonizing upholster- 
armor, the Invincible Man is les...and an impressive modular cabinet grouping. (Did the 
nevertheless a doer of great +10 ' 
deeds. Call on him without secretary quit? Of course not! ) 
crag ee For any executive, professional or general office, the Invincible 
coupon for colorful Invincible Man can quickly plan striking new beauty, convenience and 
enor te gach seg oe efficiency. Offering a choice from the complete Invincible line of 
finest steel desks, modernette units, chairs and files. ) 


own office ideas. 
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; = | INVINCIBLE 3 
Business-engineered for better business living “sf METAL FURNITURE COMPANY Se 
7 Dept. B-4, Manitowoc, Wisconsin 
\ Ps Without cost or obligation please send Invincible brochure 
i" and a Survey Pad from the Invincible Planning Kit. 
\< Ny i ics itiviticepuancausccancensiayens ewnnnanseiabansecainadevens aaitehl aetaisitegi 
f \ ) ON viii Asch keibiseat ancien asec anmetennetndoeiaies ere” 
INVINCIBLE METAL FURNITURE COMPANY, Manitowoc, Wisconsin City eas, Shane 


In Canada: A. R. Davey Co., Ltd., Factory Rep. 1162 Caledonia Rd., Toronto 10. j 
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“Time is money”... 


and out-of-town 


telephone calls 


can save your firm 
a lot of both 


Out-of-town telephone calls are more 
valuable than ever to a business during 
changing times. 


They help. purchasing agents find 
the best buys fast, clarify instructions 
and expedite deliveries. 


They help production people keep 
a tighter control on the flow of raw 
materials. 


They help sales personnel save time, 


porn - - - - - - - - - - - - - 
YOU SAVE MONEY 

; WHEN YOU CALL STATION-TO-STATION 

instead of Person-to-Person 

Day Rates (first 3 minutes) Each Added 

1 For example: Person-to- Station-to- Minute (applies 
1 Person Station to all calls) 
New York to Baltimore $105 75¢ 20¢ 

| Cleveland to Chicago $140 $100 25¢ 

| St. Louis to Omaha $155 $110 30¢ 

; Albuquerque to 

\ Los Angeles $195 $140 40¢ 

| Boston to Miami $265 $190 50¢ 
Add 10% Federal Excise Tax 

3 


reduce “‘cold”’ calls, and close many sales 
personally and directly. 


Out-of-town telephone calls can pro- 
duce profitable economies in almost 
every phase of your operation. 


Why not check to see if your people 
are making full, regular use of out-of- 
town telephone calls to increase profit? 


More and more companies are dis- 
covering that it pays. 


7 BELL TELEPHONE SYSTEM \, 
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For years, Macey-Fowler has been creating and furnishing offices for leading corporations, large and small. 
Whether you need one steel filing cabinet, a complete board room, executive or general office groupings, 
call Macey-Fowler 305 East 63rd Street, New York 21, TEmpleton 8-5900 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 


AMA conference hears “progress reports” on E.D.P. 


installations 25 
by Frederick Vogel 

Let’s not overlook the physical aspects of Communi- 
cations techniques 28 
by H. V. Kellam 

How we developed a records program to meet current 
and future needs 31 
by Harry S. Hughes 

Why clearly defined authority levels are basic to good 
organization structure 33 
by Stanley H. Mansbridge 

New survey suggests job tension is fault of individual. 
not job 35 

Advertising agency promotes itself, its clients, in bright 
new offices 36 

Automation in the office 39 

Tools of the office series aa) 
This month: Air conditioners; fans and air cir- 

culators 

by Robert Beeman 

NOMA announces -schedule for Chicago conference 
and business show 82 

The Organization Man (Editorial) 102 


DISPLAYS of employees’ artistic 


endeavors are becoming popular 
innovations in the new offices of 
many companies. In the new 
headquarters of Benton & Bowles, 
an entire clerical area is used to 
exhibit the original paintings of 
staff members. But this is only 


ol 


ated into the ad agency’s brand 
new home office on New York’s 
Fifth Avenue, each of which 


ac 


re of the new trends incorpor- 


Ids a special, distinctive note. 


See story, page 36. we 
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The all-automatic Dri-Stat ‘200’ 
really does a job~-and it’s 


If you use or make copies of anything 
from office correspondence to legal 
documents, from photos to blueprints, 
from memos to contracts, you'll be 
excited, too, when you see what the 
Dri-Stat ‘200’ can do. For example: 


e It copies anything written, printed 
or drawn — at pennies per copy. 


@ The copies are clear, sharp, black 
and white, with no muddy in- 
betweens — something you would 
expect with any photocopyer, but 
don’t always find. 


e@ Works in normal office light. 


e@ Copies papers up to 9” wide, in any 
length. 


e Eliminates proofreading. 


ly 195 


e Can be used by anyone, with less 
than 3 minutes’ instruction. 

e Pays for itself in time saved! 

The proof of the pudding is in the eat- 

ing. We’ll stand behind our claims with 

an actual, no-obligation demonstra- 

tion. Ask to see the Dri-Stat ‘200’ be- 

fore you decide on any machine. 


And remember: The Dri-Stat ‘200’ is 
the first truly automatic photocopyer 
priced under $350. 


AUTO-FEED, an exclusive, automatic 
paper feed is optional. Dri-Stat ‘200’ 
with Auto-Feed is $245. Also available 
is the Dri-Stat ‘400’ which copies 
materials up to 14” wide. 


Ere 


Ask for this informative, un- 
biased fact-folder, “Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” 


Name — 


STAT 


PEERLESS 


a 


City. 


DRI-STAT DIVISION 
Peerless Photo Products, Inc. 
Shoreham, N. Y. 


C) Please send mé your FREE folder, “Office 
Copy Machines and How to Choose the 
One to Suit Your Needs.” 


CD I'd like to see a FREE Demonstration. 


Company 


OM-4 


Title 


Zone 
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Clarification of IRS ruling 
asked by CPA committee 


The new Internal Revenue Service 
announcement that employees may be 
required to report expense account 
money on line 6 (a) of their 1958 tax 
returns is not supported by the Fed- 
eral tax law, according to the Federal 
Taxation committee of the American 
Institute of Certified Public Account. 
ants. 


In a recent appearance before the 
House Ways and Means Committee, 
Wallace M. Jensen of Detroit, chairman 
of the 50-member committee of certi- 
fied public accountants, maintained 
that the Revenue Code, as it now 
stands, does not authorize inclusion of 
reimbursed expenses as gross income, 
except where such reimbursement rep- 
resents indirect compensation. The 
IRS has indicated that taxpayers will 
be required to include all reimburse. 
ments as gross income. 


In urging Congress to amend the 
statute to clarify the situation, Mr. 
Jensen said: “It seems clear that such 
reimbursements are at most loan trans- 
actions between the employer and 
employee. As such, they do not have 
any of the economic characteristics 
of income.” 

He warned that much litigation 
would result unless Congress amended 
the law. 


Executive urges extension 
of trade agreements act 


Extension of the Reciprocal Trade 
Agreements Act as a_ necessity t 
United States world leadership was 
urged recently by Walter H. Wheeler, 
Jr., president of Pitney-Bowes, Inc, 
Stamford, Conn. 

Appearing before the House Ways 
and Means Committee, Mr. Wheelet 
declared that favorable conditions fot 
trade, as well as an adequate foreign 
program, are vital to America’s world 
position. “If we are irrevocably com 
mitted to a position of leadership i 
the world, we are also committed to 
the necessity of exerting this leader 
ship economically, through trade,” Mr. 
Wheeler said. “The Russians have a 
cepted this necessity; we have not yet 
I believe we now must.” 

It is the people—all of the people- 
of the United States, he added, wh0 
pay for high tariff barriers and restrict 
ed trade. 


OFFICE MANAGEMEN| 
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“The new McBee General Records Poster handles all our accounting!” 
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Now, every office can control 
Payables, Receivables, 
Payroll, General Ledger 


with one versatile unit 


With just a single accounting tool,even small 
and medium-sized firms can today establish 
a mechanized accounting department. Larg- 
er firms, too, can now have efficient decen- 
tralized accounting. Flexibly, economically 
— without specialized personnel. The new 
McBee General Records Poster handles all 
your accounting work. Accounts payable, ac- 
counts receivable, payroll, general ledger — 
any operation where related records can be 
created simultaneously. With greatest speed 
and simplicity. 

Your nearby McBee man will be glad to 
demonstrate the new General Records Post- 
er. Phone him, or send us the coupon below. 


$8377 50 Forms extra — in stock, 


or printed to your order. 


VICBEE 


GENERAL RECORDS POSTER 


ROYAL MCBEE Corporation 
Port Chester, N.Y. 
In Canada: The McBee Co., Ltd., Toronto 16 


O.M. 
TO: McBee General Records Poster 


Royal McBee Corporation © 
Westchester Avenue, Port Chester, N. Y. 


Please send me complete information 
on the new General Records Poster 


Name 


Firm 
Address 
T ype of Business 


No. of Employees 
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BETTER SWITCH TO HAMMERMILL LEDGER 


Hammermill Ledger’s glare-free surface helps your bookkeepers | 
work without fatigue—cuts eye-strain to a minimum. With | 
Hammermill Ledger, bookkeepers can work faster—more easily | 


—more accurately. 

And Hammermill Ledger now contains Neutracel®, the exclu- 
sive hardwood pulp developed by Hammermill. Neutracel blends 
with other fine pulps to form a smoother, more level surface. 
Ruling, writing and printing are crisper, cleaner. Hammermill 
Ledger folds more neatly, too. 

You can buy tough, durable Hammermill Ledger in standard 
“Ledger” finish for neat, readable pen and ink entries, or in 
“Posting” finish for machine entries. It comes in three outstand- 
ingly clean, low-gloss shades: blue-white, buff and green tint. 
Posting finish in buff only. 

If you find your bookkeepers making glaring errors, switch 
them to glare-free Hammermill Ledger. Write now, on your | 


business letterhead. for a free sample book. Hammermill Paper 


Company, 1471 East Lake Road, Erie 6, Pennsylvania. 


gi MMERAg, 
Za .aayet F cme g costs no 


more | 
—and actually less than many other watermarked ledger papers. | 
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In Short— 


Electronics official urges nationwide 
study in EDP 

High schools and colleges were 
urged recently to offer courses in elec- 
tronic data processing by James R. 
Bradburn, vice president and general 
manager of Burroughs Corp.'s Electro- 
Data Division. “The limited number of 
schools which have instituted _ basic 
courses in this field can’t cope with 
the constantly rising demand _ for 
skilled operators of computers and 
other automatic office machines,” he 
said. Industry is stepping up its train- 
ing program, he added; but even 
greater stress can be given to the op 
portunities available to both students 
and established personnel through in- 
dustrial and adult education courses. 


Asphalt Tile Institute announces 
change of name 


The Asphalt and Vinyl Asbestos 
Tile Institute is the new name of the 
Asphalt Tile Institute, Institute officials 
have announced. Headquarters office 
address will remain the same—t1o1 


Park Ave., New York 17. 


Metalwal Division sold to Virginia 
Metal Products 

Virginia Metal Products, Inc, 
Orange, Va., wholly-owned subsidiary 
of Chesapeake Industries, Inc., has 
acquired the Metalwal Division of 
Ward Industries Corp., officials of both 
companies have announced. — The 
metal partition producing company 
will operate as a division of Virginia 
Metal and continue manufacturing 
activities at its Syracuse, N. Y. plant. 


Purchasing executives note downturn 
in business 

A composite opinion of a new report 
issued by the Business Survey Com- 
mittee of the National Association of 
Purchasing Agents indicates that pur 
chasing executives believe “that busi- 
ness right now is not good.” Pro 
duction schedules are _ still being 
cut; employment is down drastic: 
ally, with more members reporting 
reductions than at any time since 1949; 
the campaign to cut inventories cont 
tinues, and expansion plans are being 
shortened further. In spite of these 
pessimistic reports, NAPA declares, 
there is concrete evidence at presemt 
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.” he ee > %- : 
train- * Boss ag 74 i wee — ; ; 
even Biysae J Now ... Office Ceilings with gee 
‘ meet se hpemneammant i. oe ae 
* 2 ab i Distinctive Design Plus Quiet ; 
udents . -__ gre 
sh ine eve Fe The ceiling pictured here is typical of the many custom- j{-." 43 
purses, J 9 ta — designed installations being made all over the country by 
% ia See Acousti-Celotex distributors. These ceilings: of Acousti- | 
he ~~ wate,  Celotex products are the mark of a modern office... where (> > /, 
a 3 noise has been arrested, employee morale improved, operat- 
sbestos ing efficiency increased. 7 
of the If you plan to modernize your offices, consult your = 
officials Acousti-Celotex Distributor first. He has a wide range of 
office products to show you, with an ever-increasing variety of 
e—I01 specialized installation systems. You can count on him, a 
_ member of the famed Celotex family of acoustical specialists, 
% for the finest in technical ability, installation skill, and 
om = =. = dependable service. 
‘ ? Shown: An interesting combination of Acousti-Celotex Acousti-Lux®* Trans- 
Inc., - lucent Pane!s and Celotone” incombustible Fissured Mineral Fiber Tile...an 
sidiary r 4 attractive, effective sound and light conditioning ceiling of moderate cost. 
.. ee . *U. S. PAT. NOS, 2,218,992 & 2,710,335 
ion of ‘A aN 
of both ih. uJ COUSTI- ELOTEX 
ympany ~~ e 
ogi | \ Mound Coniliioniteg 
cturing 3 
plant. 3 “ Products to Meet Every Sound Conditioning Problem... Every Building Code 
The Celotex Corporation, 120 S. La Salle St., Chicago 3, Illinois 
In Canada: Dominion Sound Equipments, Ltd., Montreal, Quebec 
_— —————— ——— MAIL NOW FOR MORE INFORMATION! ————————— 
The Celotex Corporation, Dept. O 48 
120 S. La Salle St., Chicago 3, Illinois 
y report Without cost or obligation, please send me your booklet. “Sound Condi- 
y Com- —- for Office Workers,”’ and the name of my nearest Acousti-Celotex 
nae istributor. 
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—from a complete selection 


comatutt of double compartment card 
files for all of your 5” x 8” 
card filing requirements 


Choose from the 


| ef EM PEERLESS tine 
ae fag eee wees of FILE CABINETS 


nes Whatever your require- 
Ls ments, counter height, stand- 
f ard cabinet height, or 5-drawer 


cabinet height ...there’s a 
Peerless model to meet ail of 
your requirements. 


All cabinet styles can be 
adapted to “battery” use— 
quick and with the greatest of 
ease—simply knock-out the 
partially -punched-through 


Back Fi bolt holes in the cabinet side. 
Ret de 
a In addition to drawer flex- 


ibility, you get stylized design, 
durability, long-range economy—and 


Tigi equally important today, you have a 

a wide, wide choice from a wide range of 
e decorator colors. 

, Write today for specification litera- 
pare, ture . . . or see your nearby authorized 
ae 4 Peerless Dealer. When it comes to ex- 
% pert office equipment advice, you'll 


find he’s a good man to know. 


PEERLESS 


_ STEEL EQUIPMENT CO. 


6600 Hasbrook Ave., Philadelphia 11, P: 


NEW YORK CHICAGO HOUSTON LOS ANGELES 


10 Use Readers’ Inquiry Coupon on Page 100 


hat the thread of optimism reported 
1 January may have been more than 
nerely “whistling in the dark.” This 
results from the fact that one of the 
association’s most sensitive indicators 
—new orders—has taken a definite 
turn for the better recently. Twenty- 
four per cent of members say their 
situation has improved, compared to 
15 per cent who reported improve- 
ment in January. Only 31 per cent 
say it is worse, as compared to 48 per 
cent for January. These figures, 
NAPA adds, mark a reversal of the 
downward movement in new orders 
that has prevailed for months. 


RAMAC “history book” demonstrated 
by IBM, State Department 

An electronic outline of almost 20 
centuries of world history was demon- 
strated recently by International Busi- 
ness Machines Corp., in cooperation 
with the U. S. Department of State. 
Stored in ten languages, including 
Russian, the automated history is con- 
tained in an IBM 305 RAMAC com- 
puter and printed out by a built-in 
IBM electric typewriter. Any portion 
of the history, the company relates, 
can be located by RAMAC in less than 
two-thirds of a second. The computer, 
built in the new IBM plant at San Jose, 
Calif., will be shipped to Brussels, Bel- 
gium, where it will be a feature ex- 
hibit at the U. S. Pavilion at the Brus- 
sels World’s Fair, opening April 17. 


Wood Office Furniture Institute 
moves to new quarters 

The Wood Office Furniture Institute 
(WOFI), an association of wood office 
furniture manufacturers, is now |o- 
cated in new offices at 1414 Eye St. 
Washington, D. C. 


Insurance attitudes, preferences 
surveyed by MONY 
Results of a recent canvassing 0! 


various groups with which The Mutu- ) 


al Life Insurance Company of New 
York deals have revealed these opin- 
ions of the insurance business among 
the general public: Almost 25 per 
cent expressed a preference for vari 
able annuities, as opposed to the types 
now available; more than half stated 
that agents are “always welcome,’ 
and thought they should make per 
sonal calls at least once or twice 4 
year; more than 80 per cent favored 
the managements of their own life 
insurance companies. Eleven per cen! 
felt the government could do a better 


job of handling life insurance. 
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papers 


From booklets to bookkeeping . . . from 

calendars to copy machines... Nekoosa makes a 
paper for every business and 

for almost every business use. Discover for yourself! 
Find out why thousands of leading companies 
always make it a point to specify Nekoosa Papers! 


Nekoosa Bond 
} It pays to Nekoosa Ledger 


Nekoosa Duplicator 


Mw , Nekoosa Mimeo 
plan with y our Nekoosa Manifold 
- ‘1 / Nekoosa Offset 
printer: Nekoosa Opaque 
Nekoosa Master-Lucent 
and companion ARDOR Papers 


NEKOOSA-EDWARDS PAPER COMPANY 
Port Edwards, Wisconsin 


Mills at Port Edwards and Nekoosa, Wisconsin, and Potsdam, New York 
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MAKES CLEAN BREAK WITH PAST 


NU-KOTE-the most remarkable newcomer 


in the history of typewriter carbon .. . 


Turns out copies that can’t smudge or smear! Outlasts ordinary carbon 
: 3 to 1, sheet for sheet. That’s NU-KOTE, the first really different type- 
Ve ee writer carbon. 


ee aE: What else is new? NU-KOTE’s plastic base. Its unique printing press 
x principle of making impressions—all of them clear and sharp from first 
to last. One weight, one finish, NU-KOTE can be used on any typewriter 
for just about every copy job imaginable, reducing costly inventory. 
SEND FOR FREE NU-KOTE SAMPLE: Write Dealer Sales Dept., 
Burroughs Division, Burroughs Corporation, Detroit 32, Michigan. 


eee 


CARBONS AND 
INKED RIBBONS 
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| world. Grouped into eight product 


| dictating machine order 


| largest single order ever issued in the 
| industry,” said Henry J. Servais, 
| SoundScriber’s executive vice president. 
| The equipment comprises both office 


History of Atomic Energy Commission 


U. S. World Trade Fair attracting 
international firms as exhibitors 


the second annual U. S. Trade Fair 
month, with announcement that Li- . 


beria, Rumania, Uruguay and Viet- 


on all of the four floors of the New 


_ of Recordak Corp., subsidiary of East 


mm film. 


Countries scheduled to participate in 


had reached a total of 34 late last 


Nam have agreed to send representa 
tives to the Fair. The Fair will be held 


York Coliseum from May 7 through 
17. Officials expect 3000 manufactur- 
ers and other types of business firms 
from 60 nations to be represented in 
the exposition. The first annual Trade 
Fair, held last April, attracted more 
than 700,000 visitors, and included 

127,780 buyers from all parts of the 


classifications, the Fair will feature an 
exhibit on office equipment, business 
machines, typewriters and __ printing 
materials as part of Group 7. Business- 
men, according to Fair officials, have 
predicted that the 1958 edition will 
stimulate a substantial increase in buy- 
ing, a consequent rise in imports, and 
a valuable growth in world trade gen- 
erally. 


Metropolitan Life installs record 


Delivery of 1045 dictating and tran- 
scribing machines to 525 field offices of 
the Metropolitan Life Insurance Co., 
was completed recently by The Sound- 
Scriber Corp., North Haven, Conn. 
The order represents “probably the 


transcribing machines and_ six-pound 
portable dictating units for use by 
Metropolitan’s insurance consultants 
throughout the United States. 


preserved on microfilm 
Four rolls of 16 mm microfilm, con- 

taining gooo pages of historical docu : 
ments on atomic energy, represent the 
bulk of printed matter in the corner- 
stone of the new Atomic Energy Com 
mission headquarters, near Germat 
town, Md. The documents and mag? 
zine pages were photographed in the 
Washington microfilming laboratorie: 


ES oa ae 


man Kodak Co., and reduced to one 
twentieth their original size on the 1 
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PROFITS 


Teletype saves man-hours 


. or girl-hours, as the case may be. Both are 
too valuable to spend on duplicated effort. 


Save Your Time. In business and industry, every- 
where, Teletype machines are the center of more effi- 
cient communication plans. You can tie in as many or 
few of your offices as desired, give them all multiple 
copies—simultaneously. You can tie in several depart- 
ments of the main office—accounting, production 
planning, invoicing, order processing, shipping and 
receiving. All can get the information they need at 


once... on a roll of page printer paper or marginally 
punched business forms. 


Save Clerical Time. A single typing can deliver 
multiple copies at destination (or any number of re- 
ceiving points), and at the same time provide copies 
at the point of origin for routing, checking, filing— 
all with no duplicated effort. A big plus—the single 
typing reduces possibility of error, inherent in copying 
and recopying. 
APRIL 1958 
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Teletype Model 28 is Years Ahead. The new Tele- 
type Model 28 machine is designed to “cruise” at 100 
words per minute speed. It is attractively styled and 
quiet in operation. 

Inside is a versatile Stunt Box which serves as a 
“robot brain”. Responding to keyboard or line sig- 
nals, the stunt box may be used to control associated 
remote apparatus. It can actually expand the ma- 
chine’s uses for non-typing tasks of every description. 

For a free booklet on the Model 28, write to 


Teletype Corporation, Dept. 31 D, 4100 Fullerton 
Ave., Chicago 39, Illinois. 


TELETYPE 


vk > re AT I QO Ai 


sussipiary of Western Electric ponent INC. 
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People in the News 


E. Warren Headlee has been named 
to the newly-created post of manager 
of market research and product distri- 
bution at Lonergan Coolerator Divis- 
ion of McGraw-Edison Co., Albion, 
Mich. 

L. H. LaMotte, executive vice presi- 
dent of International Business Ma- 
chines Corp., and general manager of 


its Data Processing Division, has been 
elected president of the Office Equip- 
ment Manufacturers Institute. 

R. |]. Wright has been appointed 
manager of the Washington, D. C. 
office of The Garrett Corp., replacing 
Myron A. Tracy, who becomes man- 
ager of military contracts and support 
programs for the firm’s Military Rela 
tions Department. 

Frederick G. Reiter has been named 
vice president and director of Philco 
Finance Corp. 

Paul L. Davies, chairman and chief 


Huan 


Like an extra pair of 
handwiaiieiattice - 


Joppilte 


Pre-aligned carbons and second sheets 


for typewritten copies. 


Teo little typing and too late? This common office “bottleneck” can 
effectively broken with HURON COPYSETTE. Typing preparation time _ 
is cut to the ames core by eliminating outmoded counting and aligning 5 


operations . 


* npredecive Ane te a ae 


3 Efficiency is only one of the big plus features. Copies are sharp 
_ easily read because every second sheet has its own fresh carbo: 
Sees, | ne cutee curtece le Santayana ' 


ee me tn. enna! tidinces. 


We invite yessth send far tres sania fates 
for yourself how like "an extra peir of hands” 
HURON COPYSETTE really is! 


2 


* a 


MAIL TO PORT HURON SULPHITE & PAPER CO.; 
PORT HURON, MICHIGAN 


Gentiemen, Please send, without obligation, free 


OM-1 


samples of HURON COPYSETTE. 


_ sim 


ZONE STATE 


NAME 
D COMPANY 
DP ee STREET 
city 
a. . ' 


PORT HURON SULPHITE & PAPER CO.port HURON, MICHIGAN 
SN SSRN ea Bi EARS 
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| 


executive officer of the Food Machinery 
and Chemical Corp., San Jose, Calif, 
has been elected a director of Inter. 


national Business Machines Corp, 
New York. 
Edward A. Cleary, Jr. has been 


named a vice president of the Warner 
Electric Brake & Clutch Co., Beloit, 
Wis. 

Francis D. Whiting has been ap- 
pointed to the newly-created post of 
manager of marketing for Bell & 
Howell Phillipsburg Co., Phillipsburg, 
N. J. 

Johannes G. Schaberg has joined 
Control Data Corp., Minneapolis, as 
staff engineer of its Cedar Engineering 
Division. 

John ]. Graham has been appointed 
manager, operations administration, In- 
dustrial Electronic Products, Radio 
Corp. of America, Camden, N. J. 

Lewis ]. Gorin, ]r., has been elected 
secretary of Reynolds International, 
Inc., Richmond, Va. 

Artin Aslanian has been named 
executive vice president of the Royal 
Metal Mfg. Co., New York. 

Albert D. Unetic has been appointed 
general manager of Robertshaw-Fulton 
Controls Co.’s Acro Division, Colum- 
bus-Hillsboro, Ohio. 

Drummond F. Gaines has been 
elected to the new post of vice presi- 
dent, marketing, at Smith-Corona, Inc., 
Syracuse, N. Y. 

Winston C. Dalleck, specialist in 
statistical analysis and operations re- 
search, has joined the Chicago office of 
McKinsey & Co., management con- 
sultants. 

Howard F, Schum, formerly assis- 
tant to the president of The Arner Co., 
Inc., has been appointed director of 
administration and controller at The 
Purdue Frederick Co., New York. 

Jr. Thornton C. Fry, formerly as- 


sistant to the president of Bell Tele- . 


phone Laboratories, has been appoint 
ed vice president and director of Uni- 
vac Engineering for the Remington 
Rand Div., Sperry Rand Corp., New 
York. 

William N. Brown, previously vice 
president of Zenith Radio Corp., has 
joined Dictograph Products as_ vice 
president in charge of marketing. 

Bernard Rodetsky, senior partner of 
Sloan, Rodetsky & Co., Jersey City, 
N. J., has been elected a director of the 
Maine Insurance Co., Portland, Me. 

John D. Horne, vice president—mar- 
keting, has been elected a director of 
Eberhard Faber Pencil Co., Wilkes 
Barre, Pa. 
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2nd Annual 


U. 5. WORLD TRADE FAIR 


Wi AY li | ‘7 | 1 9 oe « NEW ¥ o i I ic 1 i SE um 
Willi lbh lhl lik dil 
Here—under ONE roof, are the latest ideas and developments in office equipment and systems from 
the four corners of the globe . . . truly a universal WAREhouse of products for business, industry and 
the private office at home, designed to spark-up sales and mark-up higher profits for you. Thousands 
of show-stopping achievements— many non-competitive —from Europe, the Middle East, Asia, Africa, 
Canada, South and Central America. 


FOREIGN PRODUCTS LEAD THE WAY TO HIGHER PROFITS! 


Office equipment that’s style-wise and durable . . . setting new highs in quality and flexibility . . 
many shown for the first time in the United States. See, study and shop, at your leisure, exclusive new 
lines of high-profit furniture . . . business machines . . . stationery . . . hundreds of versatile, timely ideas 

. and a host of other items. 
Save time and money by shopping the mar- we sae tape, BO weastnetane, ne charge 
kets of the entire world under the convenient roof Just present your registration card at the portals 


of New York City’s Coliseum and the doors open 
wide to you on the products and services of the 
wide, wide world. 


of New York’s famed Coliseum. 


The First Annual U. S. World Trade Fair, 
held in April 1957 at the Coliseum was an out- 
standing success . . . attracting 127,780 buyers 
and over 700,000 visitors from all parts of the 
world. 3,000 exhibitors from 60 countries dis- 
played their wares. It was the largest and most 
successful International Trade Fair ever held 


REGISTRATION COUPON FOR THE TRADE ONLY 


Save time by registering NOW. Fill in and mail this registration coupon 

to the address below and your admission credentials will be mailed to you. 

There is no registration fee. 

Please check below if you wish us to make hotel reservations for you. 
PLEASE PRINT 


in the United States. The number of exhibitors apie nee emt 
° > ° > FIRM —— 
for this year’s Fair already surpasses last year’s 
figur teeing that the 1958 Fair will | ey 
gure—guaranteeing that the 1958 Fair will be a . ee 


even bigger and better. 


TYPE OF BUSINESS 


PRODUCTS MFG'D OR SOLD ‘ 
Please check below the classification of your business 


[] Wholesaler [] Exporter [] Dept. and Chain 
» (] Importer C] Mfrs.’ Agent Store Buyer 
tr the Gprootest wamcketploca (] Retailer (] Manufacturer (] Other 


‘ : ” [] Please send us your hotel reservation blank. 
Whee Veron Heusis pers: UNITED STATES WORLD TRADE FAIR, 331 Madison Ave., New York 17, W. ¥. 
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writes 6 months without refilling 


This handsome RECORDER’* ball point desk set gives 
truly dependable service—superb writing quality. 

Writes instantly—at a paper’s touch. Once it starts writ- 
ing it doesn’t stop—writes for a full six months in 
normal use without requiring a refill. Steady, sure 
service, too—no ink “flooding” or “starving.” The strik- 
ingly modern Esterbrook RECORDER comes with red, 
blue or black ink... fine or medium point. Available 
in black or your choice of high fashion colors. Only 
$2.95 at list for complete set in black—$3.95 for colors 
and black chrome-banded de luxe model. In office or 


home it decorates any desk. 


( WoRDATHON by O4/pzhro0k 


New WORDATHON* Refill Cartridge writes up to five 


times longer than ordinary ball point refills, gives a 


full six months’ service—only 69¢. *Trade Mark 


RECORDER sesx ser'by 
16 
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Books and Pamphlets 


DESIGN) AND CONTROL OF 
BUSINESS FORMS, by Frank M. 
Knox. 229 pages. McGraw-Hill Book 
Co., Inc., 330 W. 42nd St., New York 
36. $6.50. 

This book demonstrates how im- 
proved design and control of forms 
can bring about savings in clerical 
expense, as well as in paper and print- 
ing costs for forms. Written by the 
president of Frank M. Knox Co., 
Cleveland management consulting 
firm, it offers tips on the six basic 
steps in setting up a forms control 
program; how to save money in de- 
signing forms on smaller paper sizes; 
how to obtain efficient cooperation 
between the forms control unit and 
the purchasing department; facts to 
keep in mind when choosing. stock; 
disadvantages of poorly prepared copy 
and specifications, and many other 
timely topics. Numerous “before and 
after” examples, showing how actual 
forms have been improved, are in- 
cluded among the book’s more than 
100 illustrations. Featured also are 
many case histories, which describe 
how companies in various fields have 
applied the principles and techniques 
discussed, and a “Functional Index,” 
a method developed by the author to 
analyze and classify forms in building 
a permanent and effective foundation 
for control. 


THE EVALUATION INTERVIEW: 
PREDICTING JOB ~~ PERFORM- 
ANCE IN BUSINESS AND INDUS- 
TRY, by Richard A, Fear, 288 pages. 
McGraw-Hill Book Co., Inc., 330 W. 
42nd St., New York 36. $6. 

This book offers step-by-step proce- 
dures for effective use of the inter- 
view as a selection device—from the 
time an applicant first appears until 
the report on his qualifications 1s 
written. The author discusses how to 
become a good interviewer, how to 
acquire essential information from the 
applicant, and how to evaluate fully 
and correctly this information in terms 
of the job for which the individual 
is being considered. The book also 
discusses the place of the patterned 
interview in employee selection, de- 
scribes needed basics of human behav- 
ior to help the interviewer know what 
to look for in applicants, and includes 
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thanks to XEROGRAPHY 


“| don’t know how we ever 


got along without it” 


R. E. GINNA, Chairman of the Board 
Rochester Gas & Electric Corporation 


“Speed and low cost are xerography’s 


chief assets as far as we are concerned,” 
says Robert E. Ginna, chairman of the 
board, Rochester Gas and Electric Cor- 
poration. 


“Because of them, we’re doing things 


today we never could have considered 


before. On the basis of xerography’s 
Z 

H © Xerography copies anything written, 

printed, typed, or drawn @ Same, en- 

% larged, or reduced size ¢ Copies onto 

i] _ all kinds of masters— 

paper, metal, spirit, trans- 

lucent—for duplicating ¢ 


Copies line and halftone 
subjects. 


present performance, we’re saving up- 
wards of $50,000 a year over the cost 
of former copying methods. 

“As for quality, it’s the highest.” 

The Rochester Gas & Electric Cor- 
poration uses XeroX® copying equip- 
ment to speed paperwork in every one 
of its 27 major departments. Typical 
applications are charts and engineer- 
ing drawings, internal forms of all 
kinds, reports, flyers, employee com- 
munications, correspondence, advertis- 
ing layouts, etc. 

RG&E prepares 50 to 125 offset 
paper masters daily by xerography at 
savings of $2.30 each over previous 
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“We speed paperwork duplicating in every one of our 27 major 
departments—and always get copies precisely like the original” 


methods. “I don’t know what we'd do 
without it,” says Mr. Ginna. 

Xerography can help you, too. Write 
for proof-of-performance folders show- 
ing how xerography is saving time and 
thousands of dollars for companies of 
all kinds and sizes. 


THE HALOID COMPANY 
58-249X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U.S. and Canadian cities 


HALOID 
XEROX 
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NEVA-CLOG 


Why in the world 
should you accept 


~ FREE 


TRIAL 
OFFER? 


Because office staplers are a necessary 
and vital part of the work flow of prac- 
tically every business enterprise. 


And when you find one that’s handier, 
quieter and more trouble-free, like 
Neva-Clog, you’ve made a really worth- 
while discovery, especially when it’s 


One that executives like 
because it’s flat and fits nicely 
into a shallow desk drawer— 
and serves far better than old- 
fashioned pins or clips. 


One that secretaries love 
because it's so svelte, works so 
quietly —“‘It just clicks” —and 
because it nestles conveniently 
but out of sight in the type- 
writer well. 


One that file clerks prefer 
5) because it works right at the 

file—with no solid surface re- 
quired to bang on as with 
desk-type staplers. 


And one that salesmen 

go for in a big way 

because it rides so easily in a 
brief case and helps so much 
to keep papers in proper order. 


That’s Why! 


And you decide, after a 10-day fair trial 
that costs you not one cent whether or 
not it’s all we claim. You be the judge. 


ASK YOUR SUPPLIER. If your commer- 
cial stationer is a Neva-Clog dealer— 
and most are—he can arrange this free 
trial for you direct from the factory. 
How can you lose? 


N-C J-60 


PRODUCTS. INC. 


Bridgeport 1, Conn. 
©. H. DAVISON & CO., Pacific Coast Rep., 609 
Mission St., San Francisco, Calif. 
JIM _W. COOPER JR., Southern Rep., P. O. Box 
2152, Atlanta, Ga. 
CANADIAN STAPLES LTD., Montreal, Torontm 
Winnipeg Vancouver 
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useful information on such other selec- 
tion techniques as aptitude testing. 
Mr. Fear is vice president of The 
Psychological Corp., New York. Pre- 
sentation of material in his book re- 
flects his experience in training inter- 
viewers in many different companies. 


IDEAS FOR MANAGEMENT, pub- 
lished by the Systems & Procedures 
Association of America, 4463 Penob- 
scot Bldg., Detroit 26. $16. 

This new publication contains the 
papers and case histories presented 
at the roth Annual International Sys- 
tems Meeting, held last Fall in Los 
Angeles, conducted by the SPA. 
About 80 articles, contributed by lead- 
ers in the management sciences and 
systems field, are included. These 
range from “Techniques and Tools of 
Systems Work” and “Integrated and 
Electronic Data Processing,” to “Work 
Simplification and Work Measure- 
ment” and “Operations Research.” 
Additional highlights of the book are 
discussions and reports from the Sys- 
tems Panorama and the Systems Man- 
ager Seminar, two popular features of 


the ISM. 


NRB MANUAL OF SUCCESSFUI. 
BUSINESS LETTER WRITING, by 
Maxwell C. Ross. 280 pages. The Na- 
tional Research Bureau, Inc., 415 N. 
Dearborn, Chicago 10. $15.95. 
Including 1248 tips on writing 
“dynamic” business letters for a vari- 
ety of purposes, the NRB Manual is 
the result of two years’ research and 
writing. In his book, the author gives 
the reader a behind-the-scenes look 
into the methods of successful letter 
writers, tells what they do and how 
they do it. He tells “how to think 
about letters,’ how to put oneself in 
the proper frame of mind. what to 
avoid, how to be certain the recipient 
of a letter will do what the writer 
wants him to do. Tips include sug 
gestions on how to get started, ways 
to make a letter “flow,” ways to say 
“No,” in a pleasant manner, and ways 
to make letter writing easier, faster 
and more profitable for the reader 
and his firm. A_ booklet for secre- 
taries entitled Secretary's Handbook 
of Letter Writing Procedures is in- 
cluded in the purchase price of the 
manual. The author is now director 
of advertising for Old American In- 
surance Co., Kansas City, Mo. 


PRODUCTION PLANNING AND 
INVENTORY CONTROL, by John 
F. Magee. 346 pages. McGraw-Hill 


Book Co., Inc., 330 W. 42nd St., New} 


York 36. $7.50. 

This new book explains the lates 
concepts and techniques of inventor 
control and production planning along 
the lines of operations research think. 
ing. It covers the basic functions of 
inventories and spotlights the differen 
policies and costs which affect inven- 
tory and production planning decisions, 
It indicates how these elements relat 
to one another, how they may be used 


effectively, and how they are balanced 


to arrive at a sound inventory policy. 
Some of the new aspects covered are; 
Use of servo theory concepts to con- 
trol production fluctuations; linear pro- 
gramming in seasonal planning; new 
scheduling devices, such as runout lists; 
routine methods for very short fore 
casting, and the base stock concept for 
controlling production and distribution 
through several stages. The book also 
provides graphical displays and numer- 
ical illustrations to show how the 
points and principles apply in actual 
practice. The author is attached to the 
Operations Research Group, Arthur D. 
Little, Inc. 


PRACTICAL APPLICATIONS OF 
ACCOUNTING STANDARDS, b 
Carman G. Blough. 480 pages. Amer 
ican Institute of Certified Public Ac 
countants, 270 Madison Ave., New 
York 16. $6. 

Drawing on the hundreds of cast 
histories submitted by practitioners 
from 1947 to 1957 for discussion in his 
popular Journal of Accountancy co: 
umn, “Accounting and Auditing,” Mr. 
Blough expresses his personal opinion 
on more than 200 accounting and aud: 
iting problems. These range from 
“Who should sign confirmation tt 
quests?” (the client), to “Does failure 
to observe inventories and confirm te 
ceivables preclude the expression o 
an opinion?” (not necessarily). The 
author also presents what he considers 
to be excellent examples of a qualified 
report, disclaimer of opinion and form 
letter for refusing to bid on an audit 
ing engagement. As the title suggests 
the book deals only with practical #& 
counting and auditing questions whid 
have been referred to Mr. Blough for 
his opinion and advice. The discu¥ 
sions have been carefully edited and 
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When you write on it .; . 

see how the figures STAND OUT. 
Turn the page .. . get the facts... 
SEND FOR FREE SAMPLE PAD. 


NATIONAL BLANK BOOK COMPANY 


Holyoke, Massachusetts 


ADVANTAGES 
§ 0f these Modern 20/20 Buff Forms — 


FREE sample of 20/20 Buff Analysis Pad. 
Mail this coupon. 


: Outstanding legibility with pencil, ink or ball 
; a point. 


Reproduces on wet or all-electric process 
machines. 


NEW paper made by Hammermill Paper Com- 
/» pany to the specifications of the National 
= “Blank Book Company. 
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selected for current interest to practic- 
ing certified public accountants; all 
material has been organized by subject 
and completely indexed. The author 
is director of research for the Institute. 


| HANDBOOK OF PERSONNEL 
WVANAGEMENT AND LABOR RE- 
LATIONS, by Dale Yoder, H. G. 
Heneman, ]r., John G. Turnbull and 
C. Harold Stone. 1216 pages. McGraw- 
Hill Book Co., Inc., 330 W. 42nd St., 
New York 36. $12.50. 

The problems of handling major 
functions of personnel and labor rela- 
tions effectively are dealt with in this 
newly-published authoritative, practical 
guide. From recruitment to retirement 
of employees, it covers the two broad 
fields of manpower management— 
dealing with individual empisyecs and 
unions cf employees. The authors have 
coordinated, analyzed and synthesized 
a blend of theoretical, technical and 
practical material of value to employee- 
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wage and salary administrators, and 
others in the field. Covered in detail 
are such subjects as selection, place- 
/ment, and training employees; commu- 
“racer in employment; employee 
morale; job rating; employment stabili- 
zation; health and safety; record keep- 
ing, and industrial relations research. 
P Problems arising in these and other 
areas are analyzed, and workable, how- 
to-do-it information for solving them 
are presented. Dale Yoder is the di- 
rector, and H. G. Heneman, Jr., the 
Passistant director at the Industrial Re- 
lations Center, University of Minne- 
sota. Mr. Turnbull is professor of Eco- 
nomics and Industrial Relations at the 
arse School of Business Ad- 
‘Pministration, and Mr. Stone is the 
Bassistant to the general manager, Cen- 
tral Romana Corp., La Romana, Do- 
inican Republic. 
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PROCEEDINGS OF THE 21ST 
ANNUAL TIME AND MOTION 
STUDY AND MANAGEMENT 
CLINIC, sponsored by the Industrial 
Management Society. 105 pages. In- 
dustrial Management Society, 330 So. 
Wells St., Chicago 6. $5. 

Featuring charts, forms and illustra- 
ions, this new study contains com- 
Iete transcripts of talks by top leaders 
of labor, management and government 
*s presented before the IMS Time and 
lotion Study and Management Clinic, 
held last Fall at the Hotel Sherman in 
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Chicago. Topics discussed by the 
speakers include time study, motion 
economy, methods, work  simplifica- 
tion, operations research, plant layout, 
production control, wage incentives and 
job evaluation. 


PRICING FOR’ PROFIT AND 
GROWTH, by Albert J]. Bergfeld, 
James S. Early and William R. Knob- 
loch. McGraw-Hill Book Co., Inc., 330 
W. 42nd St., New York 36. $15, single- 
copy basis. 

Another in McGraw-Hill’s Consu?! 
tant Report series outlining factors al 
fecting executive decisions, this new 
Report discusses pricing a_ product, 
marketing it successfully, the introduc- 
tion of a new product, and many other 
profit-growth problems. The study 
takes the reader behind the scenes in 
a “composite” company, whose prob- 
lems exhibit a large number of issues 
currently facing many managements. 
3y this means, practical pricing con- 
siderations and techniques are ex- 
plained, and their applications illus- 
trated in specific pricing situations, The 
Report also offers practical advice on 
measuring the impact of price changes 
on buyers, competitors and overall 
sales volume. Also discussed are the 
important legal requirements demand- 
ed by the Robinson Patman Act, the 
construction of equitable and profitable 
discount schedules, and the prepara- 
tion ef price and profit plans for the 
entire company. Mr. Bergfeld and 
Mr. Knobloch are associated with the 
firm of Stevenson, Jordan & Harrison, 
and Mr. Early is professor of Econom- 
ics at the University of Wisconsin. 


PUBLIC RELATIONS FOR SMALL 
BUSINESS OWNERS, published by 
the Small Business Administration, 
Lafayette Bldg., Washington, D. C. 
Available upon request from SBA 
offices. 

This new leaflet, number 27 in the 
Small Business Administration’s series 
of Marketers Aids, points out that 
small firms would do well to maintain 
cordial relations with all of the public 
groups with which they deal both in- 
dividually and collectively. Some of 
these groups are current and prospec- 
tive customers; suppliers; employees 
and their families; press, radio and 
television; competitors; government; 
stockholders; local educational institu- 
tions and civic organizations, and the 
general public. The leaflet lists some 
questions and answers on public rela- 
tions, explaining its general usefulness. 
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Use quality floor waxes containing 
Du Pont’s anti-slip ingredient 


You benefit two ways with floor wax containing 
“Ludox”’: First, there’s the skid resistance ““Ludox” 
adds. Tiny, transparent spheres of “Ludox” exert a 
snubbing action with every footstep . . . give sure- 
footed traction. Second, you get the lasting beauty 
only a fine natura] wax can give your floors .. . and 
it’s easy to keep floors beautiful, because scratches 


Double-action rug and upholstery shampoos — 
a new use for LUDOX® — New shampoos containing 
“"Ludox” clean and treat rugs against resoiling in just 
one application. ““Ludox”’ fills microscopic fiber crev- 
ices . . . protects surface so dust and dry dirt don’t 
cling. Dirt stays on surface for easy removal. 
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COLLOIDAL SILICA 


and scuffs can be buffed out, without rewaxing. 

Be sure to have your maintenance man use a floor 
wax containing “Ludox,”” Du Pont’s anti-slip ingredi- 
ent... give your floors the appearance you want, 
plus added safety underfoot. E. 1. du Pont de Ne 
mours & Co. (Inc.), Grasselli Chemicals Department, 
Room N-2533L, Wilmington 98, Delaware. 


GRASSELLI CHEMICALS DEPARTMENT 


aU PONT 


REG. U.S. PaT. OFF. 


BETTER THINGS FOR BETTER LIVING... THROUGH CHEMIST! 
OFFICE MANAGEMEN! 
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Coming Events 


13th National Industrial Health Con- 
ference. Atlantic City, N. J., April 
19-25. 

Sponsor: Various national medical and 
health organizations. Place: Conven- 


tion Hall. 


7th Annual NMA Convention. New 
Orleans, La., April 21-23. 

Sponsor: National Microfilm Associa- 
tion. Place: Hotel Monteleone. 


AMA Spring Insurance Conference. 
New York, May 5-7. 


Sponsor: American Management Asso- 
ciation. Place: Hotel Statler. 


AMA General Management Confer- 
ence. New York, May 12-14. 


Sponsor: American Management Asso- 


' ciation. Place: Hotel Commodore. 


ASPA Tenth Annual 
Philadelphia, May 19-21. 


Conference. 


| Sponsor: American Society for Per- 


sonnel Administration. Place: Ben- 


jamin Franklin Hotel. 


NOMA Office Machinery & Equip- 
ment Conference & Exhibition. Chi- 
cago, May 25-28 (Conference); May 
26-29 (Exhibition). 


Sponsor: National Office Management 
Place: Conrad Hilton 
Hotel. ; 


NACA 38th Annual Cost Conference. 
Chicago, June 23-26. 


Sponsor: National Association of Cost 
Accountants. Place: Conrad Hilton 


Hotel. 


NSA International Convention. Minne- 
apolis, Minn., July 16-19. 

Sponsor: National Secretaries Associa- 
tion (International). 


Management Development Center 
1958 Summer Conferences (12th 
_— Pasadena, Calif. September 
“ly 

Sponsor: Management Development 
Center, California Institute of Tech- 
nology. Place: California Institute of 
Technology. 


MGP 13th Annual Conference and 
froduets Exhibit. Boston, October 


Sponsor: National Institute of Govern- 


a? Purchasing. Place: Hotel Stat- 
er, 
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THE fact that we are in a recession 
rather than a true depression is not 
only emphasized by the sales statis- 
tics at luxury stores as well as 
supermarkets, and the steadily ris- 
ing cost of living; it can also be 
discerned in the fact that the whole 
subject of the economy is one that 
is still being treated with a certain 
lightness. 


We bow to a sister publication as 
having taken top honors in the field 
of light comment on the current 
economic scene. The New York 
Herald Tribune recently offered, 
with tongue in cheek, a guide to 
office workers on time-tested tech- 
niques for keeping their jobs with- 
out actually doing any work. The 
advice is sage, even in an era when 
workers with these predilections, so 
recently tolerated by many offices, 
are at long last suspecting that, if 
cuts must be made, they may be 
penalized. A good primer for the 
unimaginative or the inexperienced, 
the Herald Tribune article also sug- 
gests some gambits that may be 
new even to the best practitioners 
of the art of looking busy while 
actually doing nothing—or at least 
while doing nothing very arduous. 
Titled “How to Keep from Getting 
Fired,” the article opens with a 
seber warning that, in these grim 
days, discretion is the better part of 
valor—the goal of the wise man or 
woman is “to stay put”—rather than 
“to get ahead.” 


Obviously, when cost becomes an 
important factor, the company is 
going to be most impressed by those 
who prove they have its interests at 
heart by practicing economy. This 
is simple, according to authors 
David Snell and Charles Champlin. 
Every foresighted office worker will 
take several still useful pencils, and 
sharpen them to a mere fraction of 
any length still usable by normal 
hands. These will then be ar- 
ranged conspicuously on the desk 
top, so that wandering executives 
cannot help but notice the frugal 
attitude, the sterling concern for the 
company’s balance sheet. 


A parenthetical advice suggests 


that, if some work must be done, 
pencils of normal dimensions may a 
be kept out of sight in a desk % 
drawer for emergency use. a 


words of wisdom on the proper dis- 
play of carbon paper. Take one = 
fresh sheet, insert it in the type- i 4 
writer without protection or back- 
ing, and fray it to a fare-thee-well. 
Then, one is prepared. The tattered 
sheet can be held in reserve until 
the most cost-conscious member of 
top management is on the scene. 
Then gauging his moment carefully, 
the wan worker can pick up the 
sheet, look at it carefully, visibly 
debate the question, and finally de- 
cide that there just is no more life 
left. 


Along the same lines are some } 


Thus having established his anviety 
to help keep company costs down, 
the alert worker can now move into 
greener fields. Economy may be the q 

watchword, but hard work is still 7 
appreciated. This, according to the i 

experts, is simple. Diligence, no less 

than beauty, is in the eye of the 

beholder. Their formula: 


“When en route to the washroom or 

the water cooler, or when arriving 

late or leaving early, move at a fast 

dog trot. When your superiors see 

you, their subconscious tells them 

you are frightfully busy, and en- 

gaged on matters of the utmost ur- 

gency. Smile wanly and run your 

hands through your hair, creating 

the impression that you have been 

asked to do far more than any one 

human being can possibly do, but 

that you will somehow get it done.” 

If it all sounds familiar—and what 

office doesn’t know the type?— 

watch ot» for those among your 

workers who are conscientious 

newspaper readers. Herald Tribune * 
features are widely syndicated, and 
the piece in que#.on outlines far ; 
more subtle strategms for outwitting 7 
management than those mentioned a 
above. A word to the wise . 
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Actually—with Tape-Talk—Friden 


has re-invented the office | 


Functions haven’t changed—only the basic working method. 


In office after office nowadays, you see the flow of paperwork 
being handled automatically by Friden Tape-Talk machines. 


These machines read and write and caleulate with punched < 
paper tape. Applications include invoicing, sales orders, shipment < 
manifests, inspection reports, time cards, inventory... <5 

Friden promises this: In exact proportion to the degree of office ~ d 
automation you wish to achieve, Friden Tape-Talk machines will & 


(1) Eliminate need for manual movements and operator decisions; 
(2) Increase work volume output without increasing payroll costs 
or overtime: (3) End errors in data recopying. 


Call your nearby Friden Man or write Friden, Inc., San Leandro, 
California...sales, instruction, service throughout the world. 


© Friden, Inc. 


oe 
Solectadoto® automatic LS | 
tape reader-selector-sorter Q- 


CGhoxowritirP automatic tape 


writing-accounting machine ® Automatic tape 
TT ——_— Odid-P | ® eenaite a department in one desk 


tape transmitter-receiver code tape adding-listing machine 


Friden Mailroom Equipment 


Quitomatic Qrpput - Output Machine 


Gustowriter automatic \ Friden fully automatic Calculator— 
ae justifying type-composing machine Friden Natural Way Adding Machine The Thinking Machine of American Busines 
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on EDP installations 


Management representatives discuss achievements, set- 


backs experienced thus far by major corporations with 


electronic installations— 


by Frederick Vogel 


ANALYSES of the workings of elec- 
tronic data processing—the most re- 
cent innovations, significant new ap- 
plications and potentials — highlighted 
the three-day Fourth Annual Electron- 
ics Conference, held last month in 
New York’s Statler Hotel. Sponsored 
by the American Management Associ- 
ation, the conference also featured two 
closed-circuit telecasts, presentations of 
case histories and an exhibit of the 
latest EDP equipment. 

Opening day’s speakers on March 
3 concentrated on new uses for EDP 
and one company’s experience to date 
with electronic installations. Accord- 
ing to Adrian McDonough, director of 
the Taylor Management Laboratory, 
Wharton School, University of Penn- 
sylvania, Philadelphia, “it is but recent- 
ly that the value, or productive side, 
of white collar workers has been given 
formal attention. 

“Most of our efforts to date,” he said 
in his speech, “The Value vs. Cost of 
Computer Utilization,” “have been at 
the level of designing a system and 
sclecting appropriate equipment to 
carry the information. The reason is 
understandable—it has always been 
easier to measure costs than it has been 
to measure values. Costs tend to be 
more tangible—values less tangible— 
with the result that we have focused 
o only the tangible cost framework 
of office and white-collar operations.” 

Now, both a difficulty and challenge 
appear. He asked: 
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“Oa what basis do we draw the rev- 
enue line, or the value of production, 
of a ceriain office? Without knowing 
the value of the information produced, 


how have we been able to justify any 


AMA conference hears “progress reports” 


system or equipment or white-collar 
job? 

“The answer is that we have used 
an expensive commodity to close the 
gap-years of experience—the best judg- 
ments of the most capable of our ad- 
ministration. We have collected our 
costs through a cost accounting system, 
and compared them to a value judg- 
ment derived by intuitive insight. Thus, 
we have used formal cost accounting, 
supported by data collection; but we 
have used informal value accounting. 
We have focused on information costs 
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Finally, management has a ‘laboratory’ to compare with that of the physical sciences . . . 


because we could handle them; but we 
have shied away from a similar analy- 
sis of the worth of what we are 
doing.” 

Without value accounting, — the 
speaker maintained, cost accounting is 
not balanced, and a “lopsided view” 
of operations is presented. He urged 
re-enforcement of experience and in- 
sight (used in making particular de- 
cisions) by value analysis of informa- 
tion—that is, “use insight support by 
information system.” 

The current generation of managers, 
Mr. McDonough said, tends to think 
out its problems in verbal terms. “It 
may be that some later generation will 
be so trained that they will be mental- 
ly manipulating their problems in 
mathematical symbolism. However, at 
present our only point of entry into the 
aggregate insight and value system is 
through verbal translation.” Thus, 
progress will be measured as we record 
and analyze the value now existing 
only in the minds of management. 


Management taking long-range views 


“Deliberate attempts are being made 
in some organizations to accelerate un- 
knowns into knowns and theoretical 
conceptions into practice,” he contin- 
ued. “Such attitudes toward progress 
are being implemented in the follow- 
ing manner: First, top management is 
gradually taking on a longer point of 
view. Correlated with this . . . attitude 
we find staff groups assigned to do 
reconnaissance, seeking opportunity 
areas. These areas, in turn, are the 
source of an inventory of problems 
that are added as inputs to the organ- 
ization. Techniques are being devel 
oped to help in the selection of prob- 
lems and in their ranking in the inven- 
tory. Here we have much greater for- 
malization of effort in evaluating the 
significance of problems. Experiments 
are being carried on to develop a 
value scale against which to establish 
priorities for ranking these problems. 
Once they are ranked, they are then 
compared with the capacity of organi- 
zation to handle the problems.” 

In addition, there is a growing ten- 
dency for companies to look beyond 
recurring problems, even to look be 
yond newly-appearing problems and 
actually organize to generate and solve 
problems in accelerating their organiza- 
tion’s progress. A radically different 
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attitude toward progress in formal 
business management from that of five 
years ago is apparent, and this ten- 
dency increases each day. It is in this 
environment that the computer has 
appeared with its cost side and its 
value side. 

“The ‘giant brains, flag-waving, 
emotional phase of computer introduc- 
tion has just about run its course. We 
are starting to see the payoff in both 
cost reduction and value added to vari- 
ous organizations. For the first time, 
management has a laboratory situation 
that compares favorably with the lab- 
oratories of the physical sciences. This 
is the all-important meaning of com- 
puters used in simulation. The advan- 
tages of the test tube and pilot ruy sr 
now in view for management.” 

Mr. McDonough added that a great- 
er “spelling out of sub goals for smaller 
components of the organization” will 
be possible, once value analysis and a 
formal selection of objectives 
have supplanted mere trial-and-error 
planning. This new approach itself 
should provide for greater consistency 
of action and for reduced costs of co- 
ordination; and, again, “the computer 
re-enforces, as we find opportunities 
for tieing together links of the admin 
istrative communications system.” 

In “Why Use Electronic Data Proc- 
essing?”, Arthur K. Orne summarized 
installation of various electronic com- 
puting equipment in the home office 
of E. I. du Pont de Nemours & Co., 
Inc., in Wilmington. Mr. Orne, who 
is assistant controller for this company, 
explained how du Pont initiated an 
inter-departmental Electronic = Data 
Processing Committee to guide man- 
agement in developing applications for 
a Univac I, installed in April 1954, 
and an IBM 705, installed in June 
1957. Several additional medium-scale 
computers, used for plant accounting 
and local payrolls, also were installed, 
while use of small digital computers 
and analog computers of various types 


more 


is spreading throughout the firm’s re 
search laboratories and plants. 

“It would seem,” Mr. Orne predict 
ed, “that electronic processing of busi 
ness data is inevitably going to take 
an important part in the activities of 
all future business organizations. We 
{Du Pont] do not claim immediate 
prospect of substantial savings, but. 
having found some applications where 


savings can definitely be projected, 
we feel justified in incurring the high 
programming and preparation costs, 
because essentially we are preparing 
our accounting staff for the future. 
This is to enable us to ‘keep up with 
the parade’ so far as office practices 
are concerned. It ought also to pro- 
vide our management with resources 
as good as any competitor's for using 
business data to improve information 
and analysis of the factors affecting 
profits. 

“Finally, if the demands on office 
personnel continue to mount, then the 
kind of experience which this staff has 
gained will be essential just to enable 
the available skilled personnel to keep 
up with the demands.” 


Laboratory telecasts featured 


The afternoon session consisted of 
two closed-circuit telecasts, direct from 
the plants of cooperating companies, 
in which executives at The Timken 
Roller Bearing Co., Canton and Bucy- 
rus, Ohio, and the Home Laundry De- 
partment, General Electric Co., Louis 
ville, Ky., described their computer 
applications in solving practical oper. 
ating problems. At the conclusion ol 
each presentation, conference regis: 
trants questioned the participants in 
each telecast by means of a special two- 
way audio hook-up. 

The second morning's series of 
speakers largely concerned themselves 
with describing computer operations 
in their own firms. C. T. Rhodes, gen- 
eral supervisor — Tabulating, Long 
Beach (Calif.) Division, Douglas At- 
craft Co., Inc., detailed use of random 
access by his company. He said Doug: 
las has found random access (a method 
to obtain information quickly and di- 
rectly, regardless of its position in the 
file) “to be a generally useful tool, 
rather than a particular requirement 
of a specific job.” The company also 
determined that it is desirable to con- 
fine the size of the storage to an “eco 
nomical recovery limit”; and that at 
this time magnetic tape will not re 
place random access, but that it can be 
used to great advantage as a “supple: 
mentary tool.” 

Dr. H. N. Laden, chief, systems de 
velopment, The Chesapeake & Ohio 
Railway Co., Cleveland, reported on 
that company’s experiences in using 
automatic programming—a_ technique 
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for using the computer itself to bridge 
the gap between everyday language 
and the language of the computer. 
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Companies share computer expenre 


Discussion of the SPAN Electronic 
Processing Center, a “computer co 
operative” set up in Hartford, Conn., 
by which four insurance companies 
share both capital investment and op- 
erating costs of an IBM Model II 705 
and auxiliary equipment, was under- 
taken by Ragnar E. Anderson. The 
SPAN installation began operations 
about four months ago, with Mr. An- 
derson as project director of the unique 
Center. Actual planning for the Cen- 
ter began about five years ago under 
the direction of the Planning and 
Methods Department of the Aetna In- 
surance Group of Hartford. Today, 
Aetna’s Pacific Department, — the 
Springfield Fire and Marine Insurance 
Co., the Phoenix Insurance Group, 
Home Office, and Aetna’s New York 
oflice share the equipment for produc- 
tion runs. (The initials “SPAN” rep- 
resent the first letters of the names of 
the original four member companies.) 


(To page 70) 


Special closed-circuit telecast detailed in-plant computer operations 


Opening day audience listens intently to first of several management reports 
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Lets not overlook the physical aspects 


of Communications techniqu 


Have the technical phases of Communications—the 


selection, installation, and control of the right equipment 


for each job—been slighted too often in the past? 


by H. V. Kellam 


Manager, Communications, Endicott, N. Y. Plant, International Business Machines Corp. 


IS YOUR BUSINESS today overlook- 
ing a vital element of business success? 
If it is, it probably is not because your 
company hasn’t been exerting a great 
deal of thought and effort in this vital 
field of communications. The chances 
are that like so many concerns today, 
yours has become so deeply enmeshed 
in the broader aspects of the Commu- 
nications medium that it is a little difh- 
cult to see the forest for the trees. 

To say the least, the connotations ap- 
plied or implied through the use of 
this word, “Communications,” have 
reached confusing proportions. Even a 
check with Mr. Webster leaves one 
slightly confused. Basically, he defines 
Communications as “intercourse by 
words, letters or messages, interchange 
of thought$ or opinions.” This does 
not solve completely the dilemma. of 
the word’s varyiag use in-our daily 
terminology, but it does clarify to a 
degree an important point which bears 
directly on the three basic T’s in at 
least one form of communications, 
Telephone, Telegraph and Teletype. 

The latter part of Webster’s defini- 
tion says “interchange of thoughts or 
opinions.” This still fits the pattern of 
the term Communications as we know 
it, but more recently it has also come 
to include the more subtle media in- 
volving company news organs, bulletin 
board notices, policy statements, etc.; 
in other words, communications en- 
compasses the broad field of employer 
to employee relations. 

There can be no argument with the 
importance of this phase of Commu- 
nications or of its beneficial effects in 


28 


the field of human and industrial re- 
lations. It is becoming apparent, how- 
ever, that our three-T communications 
are sometimes being shunted to a back 
seat position in our desire to improve 
our overall communications picture. 
There is a definite interdependence 
between the two. The danger lies in 
placing too much emphasis on one at 
the expense of the other. It is well to 
keep in mind that the operation of a 
good, efficient telephone, telegraph and 
teletype system is basic to most other 
media of message and thought expres- 
sion. 


How to improve basic communications 


In business today there is no ele- 
ment more vital than this operation of 
transmitting by word or wire, the 
countless messages, orders, directions 
and just plain information that are the 
life blood of any successful business. 

How can we improve our basic com- 
munications? What must we do that 
we are not already dojng to maintain 
an efficient communications organiza- 


tion? The answers to such questions - 


are quite simple. As in so many cases, 


it is the execution that presents the _ 


challenge and whets the imagination. 

Getting the goal in sight and keep- 
ing it there is a large part of the battle. 
The flow of information must be fast 
if it is to keep up with, or better, 
competition. It must be efficient to be 
practical, and above all, it must do the 
job. This last is not as ambiguous as 
it may sound. The establishment and 
maintenance of any system must be 
designed to fit the specific and varied 


* en, 


needs of each individual — business. 

For too long the measurement and 
fulfillment of these requirements have 
been either ignored or left to the lower 
echelons of management to wrestle 
with. They have been pushed aside 
like the proverbial step child and al- 
lowed to grow without concern or 
direction. The results have often been 
delinquent communications which re- 
flect neither credit or profit on the 
business which fostered them. 

It is doubtful if much argument can 
be found with the premise that com- 


munications as a whole are improvec ’ 


when the reporting level is directea 
to the highest possible management 
level. Continually improving commu- 
nications media and particularly the 
effect of integrated data processing 
have increased the importance of basic 
industrial communications. These de- 
velopments make it vitally necessary 
for top management to be concerned 
and well-informed about such facilities. 

Policy should be controlled and di- 
rected from the top down if it is to 
be effective and consistent with the 
company policies and directions. This 
is not to say that all of the minor 
problems which crop up and the deci- 
sions which must be made on a day- 
to-day basis regarding communications 
should be passed on by top manage- 
ment. Obviously this would be both 
unnecessary and impractical. Compe- 
tent people at the scene are in a far 
better position to handle the so-called 
“local problems.” The point is that 
the major, overall communications de- 
cisions should be correlated and passed 
on from the top. 

Specifically, in a large industry such 
control would forestall Plant A from 
installing a Western Union wire sys- 
tem while Plant B puts in A.T.&T. 
equipment. At some later date when 
it is decided to tie the two together, 
red faces will not make the two sys- 
tems compatible. Such an example 
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sounds impossible perhaps? Yet it 
could and has happened. 

A still more plausible and important 
effect is that top echelon control does 
more than keep company-wide com- 
munications compatible. It affords a 


, central reporting point for all of the 


company’s communication data and 
statistics. It is a funnel through which 
information and ideas can be chan- 
neled from every source to the mutual 
advantage of all instead of being bot- 
tle¢d up in the individual confines of 
separate plants or offices. Quite simply 
it lets the left hand know what the 
right hand is doing. It prevents dupli- 
cation and waste. Perhaps most im 
important, it pinpoints overall r2sponsi- 
bility for getting the job done. 


Development of mutual trust vital 


And getting this job done is taking 
on increased importance. The ever 
mounting requirements of data _proc- 
essing are forging a shot-gun marriage 
‘between communications and systems 
and methods people, as they find 
themselves more and more dependent 

yon one another. The marriage has 

zen a shaky one. In the beginning 
each has had to first learn to speak 
the other’s language, and second to 
interpret that language into solutions 
‘or his respective problems. Little 
urogress can be made until these pri- 
mary barriers have been overcome. 
Once they have, mutual trust in one 
another and a recognition of the other 
leilow’s point of view will go a long 
way toward making such a marriage 
successful. The task is not an easy one, 
but it is one that communications peo- 
ple must master unless they are to 
face the probability of being swallowed 
up by other fields of a more specialized 


nature. 
4 


Such an assimilation would, of 
course, be a very gradual process and 
the communications identity would 
never be completely lost. The tele- 
phone switchboard operation, _ tele- 
phones and general wire services 
would still be housed under the commu- 
nications roof. This, however, would 
be small satisfaction indeed when so 
many other wide fields are opening up 
with such challenge and promise. Vast 
ased wire teletype networks, closed 
arcuit TV, facsimile reproduction, and 
imegrated data processing are opening 
up whole new horizons. We have yet 
0 crack the sound barrier in the fields 
of card and tape and we are only now 
deginning to form or re-group our 
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Top management must keep up with new trends in commuzications facilities 


communications organizations to match 
the tremendous future of the modern 
communications age. 

Facing these new horizons is an ab- 
sorbing challenge in itself. The first 
step has been taken with the accept- 
ance by top management of the im- 
portance of communications and giv- 
ing it the recognition it deserves in the 
company organization. 

With this kind of basis as a founda- 
tion, the more important steps will 
follow in natural sequence to help 
strengthen the three T’s in any com- 
munications set up. For example, data 
processing has in itself almost resolved 
the question of centralized versus de- 
centralized control. By their very na- 
ture, by their consolidating and inte- 
grating information, the hungry com- 
puters of our new business era have 
gone a long way toward bringing 
about this centralized control of com- 


munications. The majority of large 
business concerns today have this type 
of control. Individual plants and divi- 
sions maintain their own systems but 
overall planning and facilities are co- 
ordinated through a central authority. 

This authority usually functions 
through a staff organization which 
must be flexible and in tune with the 
individual company’s requirements. 
Because staff organizations are logically 
dependent on company size and other 
requirements inherent in different 
companies, one of their primary func- 
tions must be to continually study 
existing facilities and make plans for 
the future requirements. Communica- 
tions systems cannot be allowed to 
grow without direction. A staff organi- 
zation, to be effective and prevent such 
haphazard growth, must also coordinate 
and consolidate, and, perhaps most im- 
portant, it muct inform and make its 
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Too many telephone gadgets are used for prestige value alone 


recommendations to top managemnet. 

Having established these basic pre- 
cepts, namely, acceptance by top man- 
agement of overall communications re- 
sponsibilities, and establishment of a 
centralized communications organiza- 
tion, it now becomes possible to delve 
into some of the more specific attri- 
butes of a good three-T communica- 
tions set-up. 

First things first is a short, but very 
acute observation as a_ start toward 
solving any problem. Take stock of 
what you already have in the form of 
communications and then decide what 
you need—or just as important—what 
you can do without. A great deal of 
money is wasted on a thing as simple 
as the telephone instrument itself. Push 
buttons, bells, lights, buzzers, and in- 
tercom circuits are often more a badge 
of prestige to the user than a necessity. 
In this field of associated key equip- 
ment for telephones alone, you may be 
surprised to find it the largest single 
source of your local service telephone 
charges. To combat it and to keep 
such expense within reason there must 
be an individual with the authority to 
say “No,” and make it stick. 

Telephone toll expense is without a 
doubt the prime target for any “cut 
The 


probable reason for this is because it 


+ 


the phone expense” campaign. 


is the one item that for some reason 
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seems most obvious and the easiest to 
get at. Everything from egg timers to 
threats bordering on physical violence 
have been tried with but spotty and 
usually short lived results. Memories 
are short, but long distance ‘phone 
conversations have a way of remaining 
long. Many experts have voiced the 
opinion that the most sensible ap- 
proach to this problem is not to dis- 
courage tol] calls, but instead find ways 
to keep such calls as short as possible. 


Toll expenses can be reduced 


A better and more permanent ap- 
proach is through the intelligent use 
of leased tie lines or foreign exchange 
trunks. Where traffic volume to dis- 
tant locations merits it, such lines can 
save far more in toll expense than any 
number of “Cut the Toll” campaigns. 

't is in fields such as this that the 
value of a competent staff and com- 
pany-wide coordination begins to make 
itself felt and can start paying divi- 
dends. * Traffic statistics and ensuing 
studies made on a company-wide basis 
will uncover those locations where tie 
lines and foreign exchange trunks will 
more than pay for themselves. A sim- 
ple method, which, not incidentally, in- 
volves punched cards may be em- 
ployed to help determine when such 
lines are a good investment. A code 
from o to g or gg if desired can be 


keypunched into tabulating cards to 
designate the various cities where toll 
trafic is high. A tabulated report by 
code at the end of each month will 
show the total toll call expense to each 
of the locations coded. Where the cost 
of a tie line or FX trunk to any one 
of these locations is less than the cur- 
rent toll expense, consideration should 
be given to installing such lines. Don't 
lose sight of the fact, either, that such 
studies should include all company lo- 
cations, not just one. 

Total traffic from one location may 
not be large enough to justify a tie 
line but from two or more locations 
an inter-connecting tie line or lines 
might easily prove a profitable ven- 
ture. Inter-connecting lines between 
more than two locations with the nec- 
essary switching equipment can, in 
some cases, develop another interesting 
possibility. Where such lines cross 
state boundaries and become _ inter- 
state, they also become AT&T lines 
instead of Bell system lines. Rates for 
parent AT&T lines are approximate- 
ly 25 per cent cheaper than their Bell 
offspring. 

Another fertile field, which surpris- 
ingly, to me at least, is not cultivated 
by many large companies is at the 
telephone switchboard. In recent years, 
the telephone people have encouraged 
businesses to make their toll calls di- 
rect without going through their own 
PBX’s. The reasons for this from the 
telephone company’s own viewpoint 
are, of course, quite obvious. It elim- 
inates the time-consuming time and 
charge routine which this system exacts 
from the long distance operator. 

There are, however, many advan- 
tages which also accrue to the toll 
users as well. Quite obviously, switch- 
board positions and operators can be 
reduced. Calls can be processed faster 
and a great deal of paper work will 
be eliminated. It is quite true that 
some control is lost through this direct 
method but the big question is of how 
much value is that control now. In 
other words, is it worth the trouble? 
Opinions may vary, but one fact hav- 
ing an important bearing on this sub- 
Direct toll dialing, 
which has arrived in many parts of 


ject does not. 


the country and is rapidly reaching 
out to still other sections, will give 
nearly everyone the chance to dial his 
own long distance calls direct. About 
the only controlling factor left after 
that will be our own faith in humai 
nature and the inherent desire in mos 
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How we developed a records program 


to meet current and future needs 


Smith, Kline & French Laboratories planned three-stage 
program to overhaul, reclassify, and protect stored records 
—and preclude future filing space problems— 


by Harry S. Hughes 
Systems Unit Head, Smith, Kline & French Laboratories, Philadelphia 


A VAST AMOUNT of useless—and 
useful material—can accumulate in the 
average householder’s attic’ from year 
to year... everything from outdated 
sentimental souvenirs to last year’s 
vital tax statistics. And if the “house- 
holder” is a 112-year old pharmaceuti- 
cal firm, the accumulated store of rec- 
ords can extend to overwhelming pro- 
portions. 

To accomplish the gigantic yet 
painstakingly precise task of develop- 
ing a records management program, 
Smith, Kline & French Laboratories, of 
Philadelphia, decided in 1953 to in- 
itiate a long-range project not only to 
overhaul and reclassify the storing of 
records but to effectively plan space for 
future years as well. The extent of 
the problems inherent in such an 
undertaking had to be viewed in light 
of the tremendous growth of the com- 
pany, especially in the last decade. 

The company had grown enormous- 
ly in a short span of time—in sales, 
from $17,100,000 in 1943 to $53,000,000 
in 1953; in personnel, from 395 in 1943 
to 1232 in 1953. The feeling of con- 
tinuous growth was felt throughout 
the company—at the end of 1956, that 
growth was to set a record: annual 
sales of $104,000,000 and a_ personnel 
roll of more than 2500. 

Individual problems of all magni- 
tudes had to be taken into account 
irom the preserving of small but need- 
ed memoranda for the company’s cor- 
porate memory to the consideration of 
the modern-age possibility of complete 
destruction of records through a sud 
den nuclear attack. 

The project was officially started in 
December, 1953, by a selected analyst 
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from the company’s Systems and Pro- 
cedures Section who reduced the begin- 
ning phase of the problem to a three- 
stage program: 

One: inventory of existing material 


in office files, selection of material for 
disposition and retention, and publica- 
tion of retention schedules. 

Two: revamping of the existing ar- 
chives area and the classification and 
disposal of material. 

Three: development and implemen- 
tation of a protection program against 
internal or external disasters. 

The first stage was started in the 
early months of 1954 with the appoint- 
ment of a “records administrator” 
from each department of the company 
whose responsibility it was to make 
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Dehumidifier takes moaisiure from air 
throughout all company storage areas 


an inventory of the material on hand, 
and to set retention periods for it. Spe- 


" cial forms were printed and supplied 
: for this inventory. The analyst and an 
4 attorney from the Company Legal De- 
> partment reviewed the completed in- 
ventories, prepared them as company 

standard procedures and _ submitted 


them for approval to the Department 
Head concerned. 

This procedural method of publica- 
tion was chosen because of its ease 


of distribution through departmental 
manuals available to all, its formality, 
including approval by the Department 
Head and the factor of periodic main- 
tenance through annual review by the 
Systems and Procedures Section. 

Although the theory was good in 
this case, the implementation bogged 
down with the appointed record ad- 
ministrators understandably reluctant 
to take the time to plan and plow 
through the sizable backlog of material. 
As well as prodding, the analyst in 
many cases pitched in to help sort 
through the material himself. 


Archives area revamped 


With the first stage finally well 
under way by March of 1955, the prob- 
lem centered on the revamping of the 
archives area. An 850-square-foot area 
partitioned off by wire mesh in the 
basement of the building was being 
used, with the records stored in a mis- 
cellaneous collection of cardboard and 
metal files, transfer 
crates and cardboard boxes. Three ma- 
jor criticisms were found with this 
arrangement. 

One: no protection from dirt and 
dust, poor lighting and no humidity 
or temperature control. 

Two: no room for expansion, with 


cases, wooden 


43.6" 


Smith, Kline & French’s 
records program was devel- 
oped with these three impor- 
tant objectives in mind: 

e To 


material in office files, select 


inventory existing 
material for disposition and 
retention, and prepare reten- 
tion schedules; 

@ To revamp existing ar- 
chives areas and classify and 
dispose of material; 

@ To develop and imple- 
ment a protection program 
against internal or external 


disasters. 


the area already overcrowded with ma- 
terial piled in the middle of the aisles 
and stacked on top of filing cases. 
Three: no central control; keys to 
the area were given out to personnel 
indiscriminately. No central indexing 
existed; material was being dumped 
into any convenient empty file drawer. 
After locating each department’s 
records, a responsible member was con- 
tacted to review the material along 
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(Fig 1) Careful layout planning of new storage area guided 
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Why clearly defined authority levels 


are basic to eood organization structure 


The “pyramid type” of organization is inevitable under 


sound business principles. Here are some of the reasons why 


this is so—and desirable— 


by Stanley H. Mansbridge 


Senior Organization and Methods Officer. Canadian Civil Se: viec, Oitawa 


THE LINES of authority in an organ- 
ization become visible only on an or- 
ganization chart, but they are real and 
tangible whether a chart exists or not. 
The pyramid type of organization 
in government, industry or commerce 
is inevitable. The broad base, above 
which exists a succession of levels of 
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authority with each level containing a 
smaller number of positions, and the 
whole structure topped by a single di- 
recting force, is the inevitable outcome 
of growth. 

James D. Mooney and Alan C, 
Reiley have described this familiar 
pattern as the scalar process. They have 


emphasized that an organization of 
only two people in a relationship of 
superior and subordinate, is as much 
an expression of the pattern as exists 
in the largest of corporations or insti- 
tutions. 

The line of authority is the channel 
of all internal business, up and down. 
It is usual for policy to originate or 
be determined at the top level and 
move down the line for conversion into 
plans. The plans often return up the 
line for check, co-ordination and 
eventual conversion into broad direc- 
tives or instructions. These instruc- 
tions then return down the line until 
they reach their action levels, when 
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When organization is built on individuals, disruptions may follow an executive’s leaving— 


the approved plans are converted into 
achievements. 

The one-man business is as flexible, 
dynamic, spontaneous, and quick to 
react, as is the one individual man 
himself. It must be accepted that the 
multi-man organization, by the very 
nature of things, cannot expect to en- 
joy these characteristics to the same 
degree. But it is possible by observance 
of a number of principles, by adoption 
of a number of rules, and by avoidance 
of a number of pitfalls, to enjoy a 
large measure of these worthwhile 
characteristics in human enterprise. 


All levels must know cbjectives 


At all levels it is important that the 
purposes and objectives of the organi- 
zation are well known and that the 
identification of each level with the 
total purpose is clearly established. 
That is to say, the essential “oneness” 
of the organization must be put over 
to all the wheels, cogs, gears and mo- 
tors and each should know its particu- 
lar contribution to the whole. 

Our line of authority in its real and 
tangible sense is the means of seeking 
advice and guidance and of providing 
for consultation and co-ordination. To 
do this well, it must be devoid of rig- 
idity. At all supervisory levels there 
should be freedom to consult up, down 
or sideways. Where consultations take 
place outside formal authority patterns, 
however, the by-passed levels must be 
kept informed so as to safeguard the 
totality of the picture. 

Mooney has written that “responsi- 
bility without corresponding authority 
is inconceivable and sound organiza- 
tion demands a clearly defined respon- 
sibility for every act, from the greatest 


yp 


v 
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to the smallest.” This, then, suggests 
a further rule. When we make a per- 
son responsible for an activity, we must 
define the task and the level of respon- 
sibility in unmistakable terms, and 
we must give that person the requisite 
authority to attain the objective. For 
unless we do this, we cannot expect 
to make him accountable for the re- 
sults achieved. 

It is, of course, axiomatic that an 
effective organization structure presup- 
poses a careful selection of personnel 
to man each level of authority. To 
achieve this, there must be a clear defi- 
nition of the skill and authority re- 
quired for each executive or super- 
visory position. Furthermore, there 
must be a reasonably precise assessment 
made of the extent of delegated author- 
ity which each level should exercise. 

There are few, if indeed there are 
any, hard and fast rules of organiza- 
tion. The fundamenta! differences in 
organization structures as between 
governments, or as between compar- 
able industrial and commercial corpora- 
tions, whether at the large-scale, me- 
dium or small levels, illustrate the ab- 
sence of any one best way. On the 
other hand, these basic differences em- 
phasize the need for the open mind, 
for the ready adjustment to the need 
for change should weaknesses be iden- 
tified in existing performance. 

A substantial case can be developed 
for organization to be determined in 
terms of individuals, particularly when 
reasonable stability in personnel is en- 
joyed. No two persons have identical 
talent, capacity, or potential. And yet 
we frequently assume that we can 
readily replace one man with another 
without affecting either the organiza- 


tion structure, the line of authority, or 
the distribution of responsibilities and 
functions. But is this so? Should 
we not consider what organizational 
changes are required when a key man 
is replaced, at the time of replacement, 
rather than subsequently when weak- 
nesses emerge and for seemingly in- 
explicable reasons? 

One weakness of an organization 
built on individuals is, as is so_fre- 
quently stated, that serious disruption 
occurs every time an executive departs. 
Against this, however, must be meas- 
ured the value of organization based 
on exploiting to the full the capacity 
and ability of the key personnel. 


Size breeds inefficiency 


No matter the amount of care, plan- 
ning, precautions, rule observance, etc. 
that is exercised, there will always be 
difficulties and inefficiencies where 
there are numerous levels or tiers of 
authority. Purposes become  misin- 
terpreted, understanding of motives 
becomes clogged, the emphases vary, 
efforts become patchy and disjointed, 
action becomes confused. All these and 
more are familiar and widely known 
consequences of too many levels of 
authority, which in turn are the con- 
sequences of growth. 

When the task of directing an activ- 
ity becomes too big for one man we 
say his span of control is over-extended. 
We give him one or two assistants, 
subdivide the activities between the 
assistants, and we have solved the 
problem. But we have created a new 
level of authority, a further break in 
the line of authority from top to bot- 
tom. Now there exists the very real 

(To page 96) 


Dangers of remote control are exemplified by dachshund in poem; message took so long traveling 
his long body that his tail would be wagging while his “eyes were filled with tears and sadness” 
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of individual, not job 


administrators tend to be less bored with job 


than other management levels, but are also less satisfied 


with progress, health organization survey shows— 


AN EXTENSIVE report on “Execu- 
tive Tension in Business,” issued re- 
cently by Dr. Harry J. Johnson, presi- 
dent of the Life Extension Foundation, 
Inc., indicates that office management 
personnel to a large degree smoke too 
much, exercise too infrequently, have 
no hobbies or extra-curricular activities, 
and drink more than three cups of 
coffee a day. 

Statistics on these symptoms of a 
nerve-wracked existence resulted from 
a survey, conducted by the Founda- 
tion, of 10,000 businessmen on_ all 
levels of management. A four-page, 
49-question multiple-choice type ques- 
tionnaire was mailed by the Founda- 
tion. Complete returns were received 
from 6013 persons, representing all 
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age groups in 18 occupations. One 
hundred and seventy-nine companies 
in 25 different industries were tabu- 
lated; locations included all states in 
the Union, Canada, and 12 foreign 
countries in South America, Africa, 
Asia and Europe. 

Six major classifications of questions 
were included in the questionnaire. 
These were job requirements; attitude 
toward work; attitude toward business 
associates; incentive; worries (both 
business and personal); and _ living 
habits. Results then were segregated 
into two categories—percentages cover- 
ing office management men alone, and 
percentages covering the overall t::al 
of 6013 respondents. Answers were 
received from 1871 accounting, meth- 


survey suggests job tension is 


ods and general management execu- 
tives, who comprise the office man- 
agement group. 

The Foundation, a non-profit organ- 
ization, was established in 1953 for the 
purpose of conducting research and 
education in the field of preventive 
medicine. It has been quite generally 
accepted, the Foundation reports, “that 
tension exists in the business world of 
today more than ever before, and that 
it has certain influences on the health 
and efficiency of the businessman, espe- 
cially at the supervisory and executive 
levels.” 

Its new survey was undertaken to 
determine more accurately the actual 
extent of tension, the degree to which 
it exists, the awareness of the business- 
man cf its existence, the nature of its 
cause or causes, and possible solutions. 

Strictly from the ranks of office man- 
agers, questionnaire answers disclose 
this man is between 46 and 50 years 
of age, almost half (47.8 per cent) 

(To page 62) 
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Advertising agency promotes itself. its 


echents. in bricht new offices 


Headquarters in new Gotham 


skyscraper reflects dynamic 


spirit that has made Benton & 
Bowles world’s eighth largest 


agency— 


ing displays for General Foods; as im- 
pressive as those for Mutual of New 
York; as individual as those for Inter- 
national Business Machines — these 
phrases pretty well capsule the new 
eye-appealing headquarters offices of 
Benton & Bowles, Inc. For, apart 
from playing its day-to-day role as 
advertising liaison between some of 
America’s best-known corporations and 
the media which introduce their prod- 
ucts to the public, the agency also is 
gaining a reputation as expert outfitter 
of offices. 


It was just about three months ago 
that B&B moved its television cam- 
eras, drawing boards and art files into 
six floors of the bright, new alumi- 
num-paneled Tishman Building, most 
recent among New York City’s sky- 
scrapers. Before the move, the firm 


in ten floors of a Madison Avenue 
office building. 


operation—the precise scheduling of 
which was the result of many months 
of careful preparation and coordina 
tion. Thus, the 1000 employees of 
the world’s eighth largest ad agency 
were enabled to leave their desks at 
Madison Avenue one Friday afternon 
at 5:30, and seat themselves at them 


following Monday morning at g—and 
without so much as loss of a tint block. 

The agency leased 137,300 square 
feet of floor space on floors 12 through 
17. (The 18th floor, now rented to 


One wall of the management meeting 
room contains samples of _ several 
products 2dvertised by agency’s clients 


OFFICE MANAGEMENT 


AS EQUALLY tasteful as its advertis- 


had been housed for a span of 28 years ) 


Actually, the move was a_ gigantic | 


once more in the new quarters the | 
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an outside firm, is reserved by B&B 
for possible future expansion.) All 
floors are air conditioned and equipped 
with modern facilities and furnishings, 
including what is perhaps the adver- 
tising industry’s most advanced televi- 
sion set-up, housed on the 13th floor. 
Offices ringed along exterior walls of 
the building overlook the magnificent 


| skyline of midtown Manhattan. 


The term “advertising world,” 
rightly or wrongly, often conjures up 
visions of an undefined “glamour” in 
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the minds of many persons. The new 
ofices of Benton & Bowles, of course, 
are glamorous. But they are more. 
Far from expressing a mere superficial 
glitter, the offices are dignified with- 
out being stilted, functional without 
being coldly formal, and colorful with- 
out being ostentatious. 

Six self-service elevators on each 
of the six floors open into a short cor- 
sridor which leads into large, attractive 
reception areas. Since the floors are, 
for all practical purposes, of similar 
layout, subtle use of different color 
combinations distinguishes each recep- 
tion room and interior floor. Two 
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President Robert E. Lusk at his desk in contemporary-styled office 


major color schemes were devised 
and are used alternatively on even- 
and odd-numbered floors. 

From the reception lounge, visitors 
enter work areas from the right. The 
floor plan calls for extensive use of 
partitioned offices, surrounding large 


open areas, to accommodate technical, 
clerical and executive offices. Stretching 
midway across the length of the floors 
are housed various clerical departments, 
segregated by partitions into large or 
small compartments. 

Reasons behind the move, as is 


Busy Estimates and Budgets Department features latest equipment to process clients’ accounting 
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Mailroom employee sets conveyor dial of automatic mail conveyor system 


Modern data processing machines are housed in IBM Tabulating Department 


true of the moves of most large com- 
panies, are numerous: To enjoy the 
modern conveniences of basing all op. 
erations in a brand new building; to 
allow for later expansion; to provide 
adequate space for all facilities; t 
meet the need for air conditioned 
space, and to provide efficient, func. 
tional work flow through modern lay. 
out. Three other reasons which 
prompted the B&B move were the de- 
sire to consolidate all departments, to 
improve internal distribution of mate. 
rial, and to allow for the introduction 
of innovations which would enhance | 
the beauty of the new office and in. 
crease its operating efficiency. 

Related departments lie in close 
proximity to each other, set apart by 
movable or fixed metal partitions 
which are plastered in “sound” pe 
for additional privacy. Conference 
rooms are placed generously on all 
floors, permitting easy access to these 
all-important areas. 


Innovations distinguish new offices 


The problem of inter-office distri- | 
bution of paperwork was solved by 
installing an automatic mail conveyor 
system. Each floor contains its own 
mail room; headquartered on _ the 
fourteenth floor is the main mail de- 
partment which, by means of incoming 
and outgoing conveyor belts, services| 
the entire organization. A complete 
revolution of the system within the 
office, incidentally, requires 55 sec 
onds. Another interesting department 
—the IBM Tabulating—houses the 
machinery which prepares invoices 
for client billings, checks for payment ) 
to the various media, address labels| 
for the mailings of research question-| 
naires, statistical analyses, et al. 

Among the innovations is a bright- 
ly-furnished cafeteria, seating 100 per 
sons, with contour seats in a variety 
of colors. Food is catered by Stouffer's 
Restaurants, which also will maintain 
a public restaurant on the top floor of 
the 38-story building. 

Walls of the secretarial area of the 
twelfth-floor Creative Department are 
used to display the works of the firm's; 
staff of artists, who occupy the outer 
ring of offices surrounding this depart 
ment. Another exhibit—this one oi 
products advertised by the agency’ 
clients—is set on three glass tiers 
against a wall in the management 
meeting room. This comfortable, 
teak-paneled, multi-purpose room wa‘ 


(To page 56) 
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INITIAL use of a new system, the 
Datamatic 1000, began recently at the 
Michigan Hospital Service in Detroit. 
The system will process the records 
for the three and one-half million 
residents who are members of Michi- 
gan Blue Cross-Blue Shield service. 

William S. McNary, executive vice 
president of the firm, activated the 
24-section “brain,” which is housed 
in 5000 square feet of air conditioned, 
humidity-controlled space. The giant 
computer weighs 40 tons, and is fast 
enough to read the 627,000 names in 
the Detroit telephone book in 11 min- 
utes. It was designed and built by the 
Datamatic Division of Minneapolis- 
Honeywell Regulator Co. The Detroit 
organization is the first to use the 
new system; firms and organizations 
in Baltimore, Boston, Los Angeles, 
Minneapolis and Washington have 
ordered similar systems. 

Scheduled to handle an average of 
25,000 record changes and transactions 
daily, the brain’s speed, accuracy and 
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so at Michigan Hospital Service 


versatility are expected to result in 
better and faster service for subscribers 
and for the doctors and hospitals of 
Michigan, Mr. McNary said. He 
added that it was the only practical 
way to cope with the mushrooming 
paperwork record-keeping activities of 
the hospital service operation. 

The Datamatic brain translates con- 
ventional records from paper or 
punched cards to a dot-dash electronic 
language on magnetic tape three 
inches in width. The system simulta- 
neously reads and writes at a rate of 
60,000 decimal digits a second, while 
solving 1000 multiplication problems, 
or 4000 additions or 5000 comparisons. 
A self-checking device assures accuracy 
of the system’s performance. Accord- 
ing to engineers, only human error in 
feeding information to the machine 
could affect its accuracy. 

The Division reports that the new 
system reduces the amount of floor 
space required for record storage to 
a single cabinet, occupying less than 


AUTOMATIO:! 


IN THE OFFICE. | 


‘| New Datamatic processor makes debut 


six square feet. With this system, all 
permanent records involving 3,500,000 
members will be stored on only 20 
reels of tape. Each tape, 2700 feet in 
length, forms a compact disk three 
inches wide and 20 inches in diameter. 

Robert J. Koch, director of the 
Office Management Division of the 
MHS, explained how the 
system works: 

The operator at the master-control 
console selects the particular program 
to be run—for example, up-dating the 
membership tapes. When the button 
is pushed, punched cards stream into 
a card reader which feeds the infor- 
mation as impluses into an electronic 
input converter. This converter trans- 
lates the punched symbols into the 
dot-dash language of the magnetic 
tape unit. This unit can read or write 
this information on tape. 

Records taken by the magnetic tape 
then are transmitted to the magnetic 
core memory, which can memorize, 


(To page 58) 
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A Records safe 
The “Mosler Machine Accounting Re 
cord Safe” is designed for efficient 
housing of accounting records, It 
holds ledger trays on a sliding shelf 
and, according to the company, has 
been tested to protect records from 
tire up to 2000 degrees F. for 4 hours. 
Also available in multiple-shelf models 
which hold up to 16 ledger trays. 
Mosler Safe Co., 320 Fifth Ave., New 
York. (A-1) 


V Line finder 


The Monroe automatic line finder 
positions as many as 3 forms both hori- 
zontally and to correct writing lines 
for posting. After posting, completed 
forms are ejected automatically. Car- 
bon-impregnated cloth strips are in- 
serted in the bottom on line finders. 
The unit is offered for all accounting 
machines in the firm’s “President” 
Series. Monroe Calculating Machine 
Co., Inc., Orange, N. |. (A-2) 


New 
for the office 


Vv Paper dispenser 

Designed to accommodate papers used 
in the Dri-Stat and similar office photo- 
copy processes, this paper dispenser is 
made of pressed board with grey gloss 
finish, provides separate compartments 
for both positive and negative papers. 
List price, $3. Peerless Photo Products, 
Inc., Shoreham, N. Y. (A3) 


Vv Label gummer 

The entire line of the firm’s Stikfast 
label gummers are now available with 
a special coating to accommodate pres- 
sure sensitive or latex type adhesives. 
Surfaces of castings which come in 
contact with latex adhesives are pre- 
treated, double coated, and then baked 
twice at high temperatures with a spe- 
cial formulation plastic paint. Dia- 
graph-Bradley Industries, Inc., P. O. 
Box 269, Herrin, Ill. (A-4) 


A Vacation calendar 


Vacation and sick leave calendars are 
designed to simplify the work of office 
managers in keeping an accurate, com. 
plete and readily-accessible record of 
employees’ annual vacation, sick leave, 
paid holidays, or other records requir- 
ing tabulation by calendar days. Print. 
ed in light blue ink, with a standard 
punch for use in regular 3-hole stand 
ard binders. American Press, 200C So. 
7th St., Columbia, Mo. 


V Safe-chest combination 
The Diebold Safe-chest combination, 
available in 6 models, carries these 


(A-5) | 


labels: Underwriter Laboratories Class 


C and T-20 label, Underwriters Lab 
oratories Approved Re-locking label.| 
Safe Mfgs. National Association C| 
Label on the safe, and Class 4 label on 
the chest. A wide choice of interior 
arrangements available. Diebold, Inc. 
818 Mulberry Rd., SE, Canton 2, Ohio. 

(A-6) 


— 


For further information, use 


Readers’ Inquiry Coupon on 
page 100. 
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A Amplifier 

“Audiosphere” amplifiers are available 
in complete systems for portable and 
outdoor use from 6 to 60 watts. Ampli- 
fier cabinets are finished in 2-tone char- 
coal and grey. The Mark Simpson 
Mfg. Co., Inc., 32-28 49th St., Long 
Island City 3, N. Y. (B-1) 


V Photocopier 
The new 19” Combi photocopier fea- 
tures one knob operation, is designed 
for re-copying of a wide variety of 
office papers and materials. Retails at 
$398. Photorapid of America, Inc., 
320 Broadway, New York, N.Y. 
(B-2) 


Y Magnetic tape 
“Scotch” brand double play magnetic 


tape No. 200 withstands a pull of 3.6 
lbs. before stretching, the manufacturer 
reports. Other double play tapes stretch 
at 1.8 lbs. of pull. A “tensilizing” proc- 
ess, which doubles the strength of the 
polyester backing, makes the 200 tape 
usable on a variety of tape recorders 
without need for special handling. 
Minnesota Mining & Mfg. Co., goo 
Bush St., St. Paul 6, Minn. (B3) 


Vv Record pack 

“Activisible” record pack, when lifted, 
opens to fully visible records; pack of 
25 cards, 50 records, requires about 
in. of filing space. When open, cards 
lie flat in natural posting position; 
when closed, compact unit may be 
carried in a pocket. Acme Visible Ree- 


ords, Inc., Crozet, Va. (B-4) 


V Utility table 

The Tiffany Portable Utility Table, 
Model 2300, measures 30 in. wide, 
1814 in. deep, 30% in. high. Lower 


tray can be inverted for use as shelf; 
2Y,-in. rubber swivel casters allow ver- 
satility, portability. Unit is available in 
5 color schemes. Tiffany Stand Co., 
7350 Forsyth, St. Louis 5. (B-5) 


A Cup dispensing tray 

The VIP cup dispensing tray is molded 
of styrene plastic and designed to hold 
standard-size carafes or pitchers. It 
features a built-in cup compartment 
with lift-off plastic cover to hold a 
supply of cups. Lily-Tulip Cup Corp., 
122 FE. 42nd St., New York 17. (B-6) 


V Office chair 

The Highmaster (No. 837) chair fea 
tures seat measurement of 17 x 14% x 
34 in., is cushioned with 2, in. of 


bonded foam rubber. Chair is avail- 
able in 3 adjustable seat heights—2o to 
24, 24 to 28 and 28 to 32 in. Various 
upholsteries and colors, alone or in 
combination, are offered. The Sturgis 
Posture Chair Co., 154 E. Erie St., Chi- 
cago. (B-7) 
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A Expense bock 
The new Classified Income Tax Re- 
cord and Travel Expense Book is 
designed to help taxpayer keep a con- 
venient and accurate record of expenses 
which must be reported in accordance 
with Internal Revenue Service regula- 
tions. Among its features are detach- 
able, duplicate summary 
submission to employers for reimburse- 
ment. Both weekly and monthly 
versions are offered. Melton Publish- 
ing Co., Box 6661, Dallas 19. 


pages for 


{C-1) 


V Continuous copier 

This adapter unit makes it possible 
to copy unusually long documents 
onto roll paper of almost any length. 
The unit is designed for use with 
the Thermo-Fax Fourteen copying 
machine, which uses a completely dry 
process to make copies at rate of one 
foot every four seconds. Minnesota 
Mining & Mfg. Co., goo Bush St., 
St. Paul 6, Minn. (C-2) 
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Y New duplicating feature 

A new feature on this Tempo-Geha 
Comet Paste-Ink stencil duplicator is 
a change to high density cellular rub- 
ber for the oscillating ink rollers. This 


improvement was made to improve 
the distribution of ink over the ma- 
chine’s dual cylinders. Milo Harding 
Co., 500 Monterey Pass Rd., Monterey 


Park, Calif. (C-3) 


VY Boat-shape table 

Popular boat-shape is feature of this 
new conference table, which is avail- 
able in either walnut, black teak, or 


birch. Top is of formica, either in 
wood finish, marbletype surface, or 
color. Four sizes are available, rang- 
ing from 66 inches to 96 inches long. 
Robert John Co., 202 S. Hutchinson 
St., Philadelphia 7, Pa. (C-4) 


\f further information is desired, use Readers’ Inquiry Coupon on page 100. 


VY Office paper 


The combination of opacity to the | 


eye with high translucency to copying 
machines has been achieved in a new 
office paper called White Star. Its 
translucent properties make it valuable 
in copying material by the diazo proc. 


ess. Charles Bruning Co., Inc., 1809 
W. Central Rd., Mount Prospect, Ill. 
(C-5) 


4@ High capacity pen 

The Cargo-Pen is designed to hold 
three times as much ink as conven- 
tional ball point pens. The barrel is 
transparent, so that the ink supply 
is always visible. The clip is remov- 
able. Autopoint Co., 3200 W. Peter- 
son Ave., Chicago 45. (C-6) 


A Office intercom system 
This is one of the telephones used in' 
the new two-station Fanfare intercom 


munications system. The units us 


one-buzzer-button calling, power from | 


a battery designed to be mounted in 
a wall bracket. Price of the complete 
system, $62.50. Fanon Electric Co, 
Inc., 98 Berriman St., Brooklyn 5, 
N. Y. (C-7) 
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A Steel folding chair 

New folding chair has all steel tubular 
frame, padded seat covered with wash- 
able vinyl. Seat covering is available 
in three colors; frame in either black 
or bronze. Plastic “feet” prevent chair 
from marring floors or carpets. Sam- 
sonite Folding Furniture Div., Shway- 
der Bros., Inc., 1052 S. Broadway, 
Denver 9, Colorado. (D-1) 


Y Slide access file 

All-steel Simplifile filing cabinet de- 
signed to save floor space and offer 
larger record capacity than convention- 


al cabinets gives access to records from 
side rather than front. Steel dividers 
on shelves are adjustable, and top is 
high enough to allow employees to 
use it as work surface. Unit measures 
36 inches wide, 4144 inches high, and 
14 inches deep, while filing capacity 
is 106 inches. Marnay Sales Division, 
Rockaway Metal Products Corp., 1270 
Broadway, New York 1, N. Y. 
(D-2) 


A New executive furniture 
New varicolored executive desk and 
cabinet are units of recently-introduced 
Medallion line. Line features unusual 
hardware and pedestal treatment, has 
desk tops of formica. Tables and 
secretarial desks are also offered. 
Corry-Jamestown Mfg. Co., Corry, Pa. 
(D-3> 


V Flexible bookcase 

Bookcase, which can be used either 
independently or as component of mod- 
ular desks made by same manufacturer, 


has one fixed shelf, one adjustable 
shelf in compartment with either 
glass or metal sliding doors. Arnot- 
Jamestown Div., Aetna Steel Products 
Corp., 730 Fifth Ave., Jamestown, 


N. Y. (D-4) 


V Modular credenzas 
New credenza series has been designed 


for use with desks made by same 
manufacturer to make flexible, modu- 
lar groupings possible. Steel H-leg 
assemblies and a wide assortment of 
steel pedestals in various depths, add 
to line’s versatility. Designeraft, 155 
27th St., Brooklyn 32, N.Y.  (D-5) 
VW Table arm chair 

Folding chair with writing arm de- 
signed to simplify note-taking is 
offered with either steel, plywood, 


or upholstered seat, and comes in a 
variety of colors. When folded, entire 
unit is only 34% inches thick. BeLA, 
9505 S. Prairie Ave., Chicago 28, Ill. 
(D-6) 
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A Wall covering 

A new pattern, designated “Striped 
Linen” features use of textured varia- 
tions and two-tone colors to create a 
striped effect on a linen-textured back- 
ground. Available in decorator shades 
of light mint green, pale blue, pastel 
citron, tawny beige, flame, mocha and 
polar white, the material is an addition 
to the firm’s line of Bolta-Wall vinyl 
wall coverings. Bolta Products Div., 
The General Tire & Rubber Co., 
Lawrence, Mass. (D-7) 


If further information is desired, use Readers’ Inquiry Coupon on page 100. 
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Air Conditioning Equipment, Fans and Air Circulators 


ONE OF THE MARKS of material 
progress is that people tend to make 
necessities out of luxuries. They take 
modern conveniences so for granted 
that they forget they ever got along 
without them. Air conditioning equip- 
ment is passing through this period. 
Once a luxury item, the air conditioner 
now seems indispensable. 

As a matter of fact, it is indispens- 
able, at least in some cases. Much 
modern office equipment does not 
operate efficiently except within rather 
narrow temperature and humidity 
limits. This is especially true of elec- 
tronic equipment, which can easily 
generate enough heat to cause failures. 
Punched card equipment has always 
been sensitive to extreme atmospheric 
conditions. 

However, in these cases, air condi- 
tioning is accepted automatically as 
part of the equipment it serves. As 
a method of making life more pleasant 
for office workers, its status as a neces- 
sity has developed more slowly. 

Nevertheless, this change is defi- 
nitely showing up in many areas. 
Especially is it evident in cities where 
clerical workers are hard to obtain. In 
many of the country’s warmer cities, 
the percentage of offices equipped with 
air cooling units has grown to a point 
where uncooled offices are down- 
graded, in workers’ minds, to the 
level of undesirability. 

Even in areas where normal tem- 
peratures are not too unpleasant, air 
conditioning has come to be a symbol 
of management’s attitude toward 
workers. Does management care, or 
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does it not care about worker comfort? 
The question is being asked more and 
more to find out how management 
feels about “human relations.” 

Such a_ consideration may not 
matter very much if workers are easy 
to find. However, it can be proved 
—and without much effort—that 
worker efficiency does definitely fall 
off in uncomfortable weather. How 
much depends on the worker, the job, 
and, of course, the extremity of the 
weather. 

The arguments advanced by the 
air conditioning companies that the 
average worker loses one hour’s prod- 
uctivity each hot day are not without 
basis. It does not seem too wishful to 
think that before much longer, air 
conditioning will be provided for 
office workers as readily as typewriters 
are today. On economic grounds, if 
no other, it will have moved from 
the luxury class to that of a real 
necessity. 


Comfort depends on many factors 


It may not be as widely realized, 
however, that air conditioning is not 
just a matter of lowering the tempera- 
ture. There are at least four factors 
in physical comfort: (1) Tempera- 
ture. (2) Relative humidity. (3) Air 
movement. (4) Physical dress and 
activity of the individuals in the condi- 
tioned space. 

Most of these factors are obvious 
enough once they are thought about. 
There are times when a very cold 
temperature may be comfortable. Who 
would go skiing or ice skating if he 
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could not dress comfortably? And 
who, even though dressed properly, 
would stay out in the winter weather 


if he could not be active? 

The importance of relative humidity 
is clear enough to anyone who pays 
attention to weather reports. Some 
hot days are pleasant because the; 
are relatively dry. Others, lower in 
temperature readings, may be intoler- 
able because of the dampness of the 
air. Most travelers know that an 
eighty-degree day in New York or 
Washington can be more trying than 
a ninety-five-degree breeze in Arizona. 

The cooling effect of air movement 
needs little comment. However, it is 
worth noting that cooling is onl) 
partly a by-product of air movement 
True, moving air does take awa) 
body heat. But it also takes away 
body moisture. Air that has become 
saturated with perspiration does not 
absorb more. When this moisture 1s 
not removed, discomfort results, both 
because of the moisture itself, and/ 
because the evaporation process, which| 
is itself a cooling measure, is inhibited.) 

This point is made because some 
times a new air conditioning installa 
tion produces disappointing results. I! 
may succeed only in cooling the air it 
stead of moving it as well. Is it not ur 
usual, when an installation is new and 
incompletely adjusted, for cool air t 
collect in “pockets” where it does no 
stir. Here it may show the _ proper 
reading on the thermometer, but be 
cause it does not circulate sufficiently. 
workers in the area may actuall) 
perspire more freely than if the sys 
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tem were turned off and an ordinary 
fan substituted. However, such situa- 
tions can usually be corrected by a 
simple adjustment of Jouvers, or other- 
wise increasing or altering the direc- 
tion of the air flow. 

There are one or two other factors 
that often appear when a new installa- 
tion is first turned on. Usually there 
is someone in the office who cannot 
agree that the temperature is properly 
set. There is someone who is always 
too cold. To some degree this may 
be psychological—natural weather of 
the same temperature might be per- 


fectly satisfactory, but the knowledge. 


that it can be changed by the turn of 
a dial introduces another element. 

However, one fact that is sometimes 
overlooked (obvious as it is) is simply 
that men and women dress different- 
ly. If the men in the office are ex- 
pected to wear coats, it can hardly be 
expected that a room temperature 
which suits them will be comfortable 
for women dressed in ordinary sum- 
mer clothes. The answer to this par- 
ticular problem is one that lies with 
the individual office. It may require 
a relaxing of some clothing regula- 
tions. But, of course, this is a differ- 
ential that exists anyhow, air condi- 
tioning or no air conditioning. 

The psychological factor, however, 
should not be ignored. There are com- 
panies that tell stories of curing com- 
plaints about overly cold offices by 
such simple measures, as_ repainting 
the walls in “warm” colors. 

Since there are at least four factors 
involved in making a space comfort- 
able, it is obvious that equipment to 


cool a space must be chosen with re- 
spect to those factors. It turns out that 
measuring a space for the cooling ca 
pacity required is not as simple as it 
may seem. Certainly it cannot be done 
merely by measuring the square feet of 
floor space and figuring so many 
square feet per ton of cooling. 

Without going very far into techni- 
cal matters, it can be seen that some 
spaces are naturally cooler than others. 
Everyone knows that an attic is hotter 
than a cellar. Rooms with a northern 
exposure are generally cooler than 
those facing south or west. The 
amount of heat in a space, obviously, 
varies from room to room. And, just 
as obviously, the cooling capacity re- 
quired varies with the amount of heat 
to be taken out. This capacity, thus, 
depends on both the size of the space 
and the amount of heat in it. 


Offices contain many heat sources 


There are numerous sources of heat 
in offices—the sun, the body heat of 
human beings, electrical equipment, 
and so on. Heat, like water, tends to 
seek its own level. It flows from hot 
places to cool. If the furnace is turned 
off after five on a winter day, the heat 
within soon passes through the walls 
to the outside air. Similarly, a cool 
room quickly warms up after sunrise 
on a hot day. 

It is thus evident that the cooling of 
a space depends not only on_ the 
amount of heat in it, but on two 
other factors as well. These are, first, 
the difference between the inside tem- 
perature and that outside, and, second, 
the degree to which heat is free to 


Air conditioning equipment is at heart 
a form of the standard electric refrig- 
erator, but it takes many forms. Left: 
a self-contained Mitchell unit for large 
office areas. Right: 1. A General Elee- 
tric heat pump, for ceiling installa- 
tion, providing cool or warm air as 
desired. 2. A “through-the-wall”’ in- 
stallation of a Mitchell unit. 3. A 
basie air-cooled unit for distributing 
conditioned air through ducts; it can 
be furnished with reverse cycle heat- 
ing. This is a Sutton model. 4. A 
Trane unit for use with a remote 
cooling system; it is designed for use 
where space is limited. 5. A window 
cooler, from Fedders, equipped to fur- 
nish heat by the heat pump principle 
in temperatures down to zero. 6. A 
combination of heating and cooling 
units. The air conditioner is from 
Kelvinator (American Motors), the 
convector from Embassy Steel Prod- 
ucts, Inc. 
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flow from hot areas to cooler spots. In 
other words, the ability of walls, win- 
dows, ceilings, and floors to insulate 
an area is an important element. 

If an office were built like a picnic 
thermos bottle, it would take consid- 
erable exposure to the sun to warm 
it up uncomfortably. The chief prob- 
lem would be the heat generated in- 
side by machines and people. But a 
lightly constructed building, especially 
if it is of metal or other materials 
which readily conduct heat, responds 
quickly to changes in outside air tem- 
peratures. 

So it is obvious that it takes more 
cooling capacity to keep a thin-walled 
building cool than it does one which 
resists the flow of outside heat, assum- 
ing equal exposure to the sun. 

It should be added that the prevail- 
ing climate imposes its own conditions. 
In warm climates, a building tends 
both to receive more intense heat from 
the sun and to retain its heat from 
day to day, since there is less opportu- 
nity for it to cool off at night. Build- 
ings in southern locations, thus, re- 
quire more cooling capacity than 
buildings in milder climates. 


Careful engineering required 


In a major air conditioning installa- 
tion, these factors are studied by the 
engineers doing the joh. Careful at- 
tention to all factors can mean con- 
siderable differences in cost and in 
the performance of the equipment. 

In smaller installations, especially 
where single small offices are to be 
cooled by room-size units, it is much 
too easy to go astray. A reliable dealer 
can usually be depended upon to de 
termine the size of unit required. But 
if a recommendation is made solely on 
the basis of the size of space to be 
cooled, it should not be accepted with- 
out further inquiry. 

The chart on page 46 illustrates 
some of these points. For example, a 
room with a square footage of 500 may 
be satisfactorily cooled by units with 
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as little as one or as much as two-and- 
a-halt horsepower capacity, depending 
on conditions. In general, the capac- 
ity required increases with the degree 
of direct exposure to the sun, the pre- 
vailing climate, and the number of 
persons using the space. But it is 
clear that with a range from one to 
two-and-a-half horsepower, the variable 
factors can make a real difference in 
equipment cost. 

Wrong-size units give poor service 

And what if the equipment chosen 
is the wrong size? In the first place, 
if the unit is too small, it will not be 
able to cool the space where it is in- 
stalled. It will probably achieve no 
more than “spot” cooling—in an area 
close to the unit. It will run constant- 
ly. It will be more subject to break- 
down because of the longer time that 
it runs, and it will need more servicing. 

If, on the other hand, it is too large, 
it represents an unnecessary investment 
in non-productive equipment. And it 
may not even do a proper job, since its 
dehumidifying capacities may be out 
of balance with the cooling capacities. 
Moreover, during the time that it is 
running, a bigger motor will be in 
use; this means more operating noise. 

In short, it is definitely worth the 
effort to make an accurate estimate 
of the size of unit required. The table 
in this section is intended chiefly to 
indicate the nature of the problem. 
It does not allow for all of the possible 
factors, and the values given are ap- 
proximate in any case. In normal cir- 
cumstances, however, it is believed to 
be generally accurate. But the pros- 
pective purchaser should be sure the 
job of actual selection is left to an 
expert. 

A word should be said about the 
scales used to measure cooling capac- 
ity. The most accurate is a measure- 
ment of the British thermal units of 
heat which a given unit can dispel in 
a given time. Actually, this informa 
tion is rather technical. It varies for 
the same unit under different circum- 
stances, and the amateur may not be 
able to use it successfully. 

In their dealings with the general 
public, manufacturers usually refer to 
their equipment as being of so many 
tons or horsepower. These terms are 
generally satisfactory, although they are 
not completely reliable in indicating 
cooling capacity. 

As the term is used, a unit having 
one ton of cooling capacity is consid- 


Standard window-type air conditioners 
continue to present new and worth- 
while features. Thermostat control is 
found more regularly on new models, 
and many units offer reverse cycle 
heating. A number are quite compact. 
The models shown here offer a num- 
ber of special features. Among them 
are several which indicate typical ad- 
vances in today’s equipment. The 
Sutton model at the top, for instance, 
represents a growth in the size of 
window models to two tons of cooling 
capacity; such a unit can cool a very 
large room. The Kelvinator (Amer- 
ican Motors) model next below has 
a signal device to indicate when the 
filter needs to be cleaned. The Ad- 
miral unit (third down) has a chassis 
that permits it to slide in or out of 
a cabinet mounting like a drawer. A 
feature of the Gibson model (bottom) 
is a wide “air-sweep” pattern to im- 
prove cooling throughout a space. The 
last three cre “thin” designs. 
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ered capable of cooling a space to the 
same extent that would be achieved 
by allowing one ton of ice to melt 
over a twenty-four hour period. By 
chance, a standard air conditioner with 
a similar capacity requires a compres- 
sor with a motor of about one horse- 
power. Thus, the terms ton and horse- 
power are considered roughly inter- 
changeable. 

This is not, however, an exact 
measurement. If units of given ton 
capacity or of given horsepower are 
measured against their B.t.u. capacity, 
it will be seen that there are variations 
among units. These variations become 
more pronounced as the size of the 
unit increases. It is generally consid- 
ered that a one-ton unit will dispel 
about 12,000 B.t.u. an hour under 
normal conditions. 


New models use less current 


In particular, there are variations 
among some of the newer units de- 
signed to use lower amperages. For 
example, a one-ton cooler operating on 
208V or 230V with a 12-ampere re- 
quirement will probably have a con- 
siderably higher B.t.u. rating than a 
one-ton unit designed to operate on 
115V with a requirement of 714 am- 
peres. Thus the recent advances by 
which bigger cooling units are made 
to operate on less power are not quite 
as large as some of them may appear. 
In such cases, the B.t.u. rating is the 
one which should be given priority. 

In general, air conditioning equip- 
ment can be classified in two cate- 
gories—“ package” units, and, for want 
of a better term, “non-package” units. 

In the former, the complete system 
is self-contained, whereas in the latter 
the various components are acquired 
separately and may be installed sep 
arately. The basic parts are, of course, 
the same. A rough comparison may be 
made with radio-phonograph equip- 
ment, standard home radios being 
“packaged” while many high-fidelity 
systems are assembled from compo- 
nents obtained separately. 

Units designed to cool relatively 
small rooms are referred to as “room” 
conditioners. Most of these, actually, 
are of the package type. However, 
some room units are designed to work 
as distributing outlets for remotely 
located central cooling units. Of the 
former, most are designed to be placed 
either in windows or in “through-the- 
wall” receptacles; some are in the form 
of small consoles. This equipment 
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rarely exceeds sizes of two tons, and 
is usually much smaller. The latter 
type may be located in front of win- 
dows, at floor level, on walls, or on 
ceilings. 

Larger package units may be in- 
stalled in large open office areas, al- 
though they are sometimes placed cen- 
trally. Such equipment may feed cool 
air directly into the space, or it may 
distribute it through ductwork. Units 
of this type generally range upwards 
in size from about two tons to twenty 
or more. 

Non-package equipment is practical- 
ly unlimited as to potential size. Such 
installations must be engineered very 
carefully. They usually require exten- 
sive structural accommodation, since 
they are located centrally and distrib- 
ute conditioned air through entire 
buildings or building wings. Duct- 
work, distributing outlets, control units, 
and other considerations must be taken 
into account. 

One of the basic facts about air con- 
ditioning is that heat is never de- 
stroyed, only removed. This means 
that to cool a warm space, the heat 
must be taken out of the air and 
carried outside the space. 

There are several methods available 
for removing this heat. In ordinary 
window air conditioners, the heat is 
simply exhausted into the outside air. 
Otherwise it must be disposed of 
either by driving hot air through ducts 
to the outside or, more commonly, by 
transferring it to a stream of water 
which flows off. 


Recirculation saves water cost 


If the water supply is plentiful, the 
water used in cooling may drain off 
into the sewage system. But such a 
waste of water can be largely avoided 
by running the water to a cooling 
tower where it gives off its heat load 
into the air. Except for a small amount 
lost in evaporation, the water can then 
be recirculated through the system for 
further heat This is the 
method most often used in areas where 
water is in short supply. In fact, it is 
coming to be used more and more in 
areas fotmerly endowed with an abun- 
dant natural water supply, since the 
great increase in air conditioning in- 
stallations has placed a real burden 
on some reservoir systems. 

Because of water supply problems, 
manufacturers are now producing air- 
cooled systems in sizes larger than in 
other years. Air-cooled equipment may 
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be found in sizes as large as 30 tons, 
However, water cooling is standard 
for large installations and for many 
in the medium-size range. 

Among the trends noticeable in te. 
cent equipment developments are the 
following: 

A number of window units are be. 
ing made in reduced physical size, 
Usually the changes emphasize a con. 
siderable reduction in depth, to reduce 
overhang either inside or outside the 
window. Other dimensions, however, 
are sometimes reduced also. 


Portable models now available 


Several new units are described as 
“portable.” These are usually of frac. 
tional horsepower, and their weight 
may range from 60 pounds up. How- 
ever, they are often fitted with handles 
and are intended to be moved from 
place to place as required. 

As pointed out above, there are a 
number of new units designed to op- 
erate on standard 115-volt power. Dur- 
ing the last year, the maximum size ol 
such units has increased to one-and- 
one-half horsepower. These models are 
intended to require about 7 amperes, 
so as not to overload existing circuits. 

Other improvements are also of | 
fered. For example, one model features 
a “jet-type” air distribution system to 
facilitate the cooling of air at a dis 
tance from the unit. Another has a 
signaling device to indicate when fil 
ters are clogged and should be cleaned 
or replaced. Various improvements in 
control design, minor features, snd 
general appearance are also to be 
found. 


A number of units employ reverse 
cycle heat pumps to heat rooms in cool | 
weather. Such a pump, in effect, works ) 
by running the cooling system in re | 
verse. Since cooling consists of re 
moving heat, and since the heat re | 
moved must be exhausted somewhere. 
reverse cycle heating takes in air from 
outside the building, removes heal 
from it, and exhausts the heat inside. 
Even fairly cool air contains enough 
heat for this method to be effective. 
Certain technical obstacles have now 
been overcome, so that reverse cycle 
heating is feasible in relatively cold 
weather. Usually, however, this typ 
of heating is reserved primarily fot 
taking the chill off unexpected cold 
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snaps, since it is not particularly eco- 
nomical for sustained heating. 

One characteristic of air condition- 
ing is that it generally succeeds in 
deaning the air appreciably. The re- 
sulting reduction in dust thus makes 
ceaning a simpler job, and it makes 
feasible the use of open-shelf filing 
and other exposed office systems that 
are less successful where the air is full 
of dust. 

The use of thermostatic control is a 
convenience, since it avoids the need 
of turning equipment on and off by 
hand. Besides, it tends to be more 
economical, since the equipment op- 
erates within a limited temperature 
range and does not have to work to 
achieve large temperature changes. 
Timing devices are also helpful, espe- 
cially to cool an office before the work- 
ing day begins. The cooling operation 
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Casement windows could not take the 
older window air conditioners. How- 
ever, a number of special designs are 
now on the market to fit such win- 
dows. Here are two typical examples. 
by Sutton and Chrysler. 
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may take some time on a hot day, and 
if the system is not put into operation 
before working hours, there may be 
complaints before it succeeds in over- 
coming the morning heat. 

Dehumidifiers have real use in re- 
moving excess moisture. In this re- 
spect they are especially valuable in 
areas where equipment or supplies may 
suffer from dampness. In addition, 
removal of unnecessary moisture im- 
proves comfort. Humidifiers, converse- 
ly, can be used to add moisture to air 
that is uncomfortably dry. 

Fans and air circulators are intended 
to accomplish the cooling effects as- 
sociated with air in motion. It is most 
important, however, to locate such 
equipment so that it either brings in 
fresh air or drives out stale air. Other- 
wise, it is relatively pointless to use 
a fan in a closed space, for in circu- 
lating the air it also circulates the dust 
and evaporated perspiration in the air. 
This may be democratic, but it hardly 
qualifes as a form of refreshment. 
Some new fans are equipped with fil- 
ters, and at least one has a timer and 
a thermostat. 

In the lists that follow are shown the 
principal manufacturers of air condi- 
tioners, fans, and air circulating equip- 
ment. Wherever possible, a brief de- 
scription of each manufacturer’s line is 
given, based on the most recent in- 
formation available from the manufac- 
turer. 


The Manufacturers 


Air Conditioning Equipment, 
Dehumidifiers, and Humidifiers 
Abbeon Supply Co., 179-15 Jamaica 
Ave., Jamaica 32, N. Y. Dehumidifiers 
and humidifiers: trade names, Abbeon, 
Walton; models for office, home, and 
industrial use; $58.50 to $380. 

Admiral Corp., 3800 Cortland St., 
Chicago 47. Window models, air 
cooled, some for “in-wall” mounting, 
some of thin type: trade name, Ad- 
miral; sizes, *4, 1, 1%, and 2 hp.; 
reverse cycle heating, thermostat (ex- 
cept *4 h.p. unit); one unit is portable; 
$269.95 to $429.95 (portable unit not 
listed as to price). Dehumidifiers: 
trade name, Admiral. 

Airtemp Div. SEE: Chrysler Corp., 
Airtemp Div. 

Amana Refrigeration, Inc., Amana, 
lowa. Window models, air cooled, 
some for “in-wall” mounting, some of 
thin .type: trade name, Amana; sizes, 


%, 1, 114, and 2 hyp.; thermostat, re- 


Among the interesting trends has been 
the development of small but reason- 
ably powerful units which could be 
earried from room to room as re- 
quired. Here are two of the new 
portable models which have appeared 
in the last year. They are products, 
respectively, of Emerson Radio and 
Emerson Electric. 


verse cycle heating, two-speed fan. 
Central-system equipment, air cooled: 
sizes, 2 and 3'4 tons; can be used to 
distribute cool air through warm air 
ducts. 

American Blower Corp., Div. of 
American-Standard, Detroit 32. Pack- 
age models, air cooled: trade name, 
American Blower; sizes, 5 through 20 
h.p.; heating coils for use with steam 
or hot water. Package models, water 
cooled: trade name, American Blower; 
sizes, 3 through 20 tons; heating coils 
for use with steam or hot water. In- 
ductor units, room size, for use with 
central systems. Dehumidifiers, sprayed 
coil type. 

American Motors Corp., 14250 Ply- 
mouth Rd., Detroit 32. Built-in-wall 
and window models, air cooled: trade 
names, Kelvinator and Leonard; sizes, 
1, 114, and 2 tons; “two-directional” 
cooling, Filtermatic signal to show 
need of replacing filters, reverse cycle 
heating, some models of “thin” style. 
Portable dehumidifiers: trade name, 
Kelvinator. 

Amic Mfg. Corp., 21-25 44th Ave., 
Long Island City 1, N. Y. Window 
and built-in-wall models, air cooled: 
sizes, 14 to 114 tons; some units have 


49 


se 
ae 


i ee Pe aS a a. ie : iin = > “aw Se: | . ae ee 
— ie = cs ae om: —_— - a >. ee y . ate ar ae a 
oe 
‘= ‘ee ee 
: es 
rt ~- ~- _ 
tons, =: se e<- as -—--,- 2 %. a 
ndard zp) =O a) ae -o-- 2 - = * = ‘ 
Bee ces seotes ae 
wm Bo oe ee oe 3 
a a I ras, é 
: Bose se oe Se =| ? 
In re. be Pose 6 5 See = 
-~ ow a - - . = — —f 5s ee 
e. the Bese sass =o 
el — 68 -- 0 ee ee 
eo 
re be. = 
size, _—— 
a - ' 7 ia 
educe . =. a | 
le the eo aisha. = 
4 Sees es | es 
4 -. ae : 4 7 = § 
e ne ze : » é hie - | a | , , ae 
: a ae | 
| % 
7 NC tne maa tim a - 
| —— 4 
€ Re ; 
d © RL si 
} F apenreciecencntnt a . 
ki Fn 
: : cal Fite 
} ee i 
ee = 
Ponca 
* ve a * re 
Be. sia - 
7 | a 
4 2s a 3 
ae * 
) = & 
es t e 2 ay * | 2 
| fe ¢ — 4 
i. ae 
} i an : 
SF a 2 
ome — — a 
— Re 
| at 
e 
= 
ee - ia 
a ag 
| # 
oh 
= th oe — = bo iar lia 1) a | Biss aa cyl ME a i be his ; oe 3 a ot ’ sb 
. Baa ae ee) iF Bs ee a Ue a. eat” oe — sie ave eal ; P a by = ; * 


connections for steam or hot water 
heating. 

Bryant Mfg. Co., 2020 Montcalm St., 
Indianapolis 7. Package models, air 
cooled: sizes, 2 to 5 tons; some have 
heating facilities. Package models, 
water cooled: sizes, 1, 2 to 15 tons; 
some have heating facilities. 

Carrier Corp., 300 S. Geddes St., 
Syracuse 1, N. Y. Built-in-wall and 
room-size console models, air cooled: 
trade name, Console Weathermaker; 
sizes, 8,000 to 10,000 B..u. per hr.; 
accessory coils for steam or hot water 
heating. Window models, air cooled: 
trade name, Room Weathermaker; 
sizes, 7,800 to 16,500 B.t.u. per hr.; 
reverse cycle heating on some models. 
Package models,- air cooled: trade 
name, Weathermaker; sizes, 24,000 to 
120,000 B.t.u. per hr.; can be used 
remotely or locally. Package models, 
water cooled: trade name, Weather- 


Year-around conditioning is one of to- 
day’s major trends. In addition to 
cooling the air, the Carrier unit at 
top can accommodate a coil connected 
to existing heating systems; when so 
used it replaces a radiator. The unit 
ean be installed through a wall, as 
shown, or suspended from the window 
sill. The I.W. installation below con- 
sists of a cooling unit and a convec- 
tor unit for heating; these can be 
mounted independently as required. 
In this case a “through-the-wall’”’ 
mounting is employed. 
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maker; sizes, 36,000 to 360,000 B.t.u. 
per hr.; can be used remotely or lo- 
cally. Also package units with heat- 
ing facilities: trade name, Heat Pump 
Weathermaker; sizes, 3 to 5 h.p. 

Chrysler Corp., Airtemp Div., 1600 
Webster St., Dayton 4, Ohio. Built-in- 
wall models, air cooled: trade name, 
Airtemp Imperial; sizes, 4, 34, and 1 
ton; automatic thermostat, two-speed 
fan, exhaust control. Window models, 
air cooled: trade name, Airtemp; con- 
ventional models in #4, 1, 114, and 2- 
ton sizes, casement models in 4, %4, 
and 1-ton sizes; reverse cycle heating 
on one model; automatic thermostat. 
Package models, air-cooled: trade 
name, Airtemp; sizes, 2 through 30 
tons. Package models, water-cooled: 
trade name, Airtemp; sizes, 3 through 
30 tons. 

The Coleman Co., Inc., 250 N. St. 
Francis St., Wichita, Kans. Package 
units using either chilled liquid or 
direct expansion cooling coils; sizes, 
1% to 4 hp. Self-contained cooling 
units: sizes, 2 to 5 tons. 

Cory Corp., Fresh’nd-Aire Div., 221 
N. La Salle St., Chicago 1. Window 
models, air cooled: trade name, 
Fresh’nd-Aire; sizes, /, to 2 h.p. Pack- 
age models, air cooled: trade name, 
Fresh’nd-Aire; sizes, 2 and 4 hp.; 
primarily for residential installation. 
Package models, water cooled: trade 
name, Fresh’nd-Aire; sizes, 2, 3, and 
5 h.p.; primarily residential. Package 
models, water cooled, commercial type: 
trade name, Fresh’nd-Aire; sizes, 2, 3, 
and 5 h.p.; air-cooled versions also 
available. 

Curtis Mfg. Co., 1905 Kienlen Ave., 
St. Louis 20. Package models, water 
cooled: sizes, 3 to 20 h.p.; provisions 
for air cooling and heating from coils, 
steam, or hot water. Central package 
units, water cooled: sizes, 25 to 50 h.p.; 
provisions for air cooling and heating 
from coils, steam, or hot water. Water 
chillers for use with remote units. 

Daffin Mfg. Co., Lancaster, Pa. Hu- 
midifying equipment. Details not 
available at press time. 

Dearborn Stove Co., 1700 W. Com- 
merce St., Dallas 2. Information on 
current air conditioning line not avail- 
able at press tme. 

The Deering Air Conditioning Co., 
1069 Celestial St., Cincinnati. Window 
models, air cooled: various sizes; some 
models suitable for “in-the-wall” in- 
stallation, some designed for casement 
windows. 


Drayer-Hanson, Inc., 3301 Medford 
St., Los Angeles 63. Package models, 
air cooled: sizes, 3 to 5 h.p. Package 
models, water cooled: sizes, 3 to 15 
h.p.; facilities available for heating 
from steam coils or hot water. 

Dryomatic Corp., P. O. Box 334, 
Alexandria, Va. Dehumidifiers, both 
adsorption type and refrigeration type: 
trade name, Dryomatic; $125 to 
$8,000. 

The Ebco Mfg. Co., 265 N. Hamil- 
ton Rd., Columbus 13, Ohio. Dehu- 
midifiers: trade name, Oasis; units are 
small, caster-mounted, have automatic 
humidity control; price, about $100. 

The Emerson Electric Mfg. Co., 
8100 Florissant Ave., St. Louis 21. 
Built-in-wall and window models, air 
cooled: trade name, Northwind; sizes, 
1, 14, and 2 h.p.; thermostat, two- 
speed operation, flush 
$299.95 to $419.95. Portable model, 
air cooled, weighing less than 60 |bs.; 
$129.95. Dehumidifiers: trade name, 
Emerson-Electric; size, 1/6 hp. 
$119.95. 

Emerson Radio & Phonograph 
Corp., 14th & Coles St., Jersey City 2, 
N. J]. Built-in-wall models, air cooled: 
trade name, Emerson Quiet-Kool; 
sizes, 1, %4, and 1 h.p.; thermostat, 
heating regulated by convector system. 
Window models, air cooled: trade 
name, Emerson Quiet-Kool; sizes, %4, 
1, 2, and 3 h.p.; automatic thermostat. 
Package models, water cooled: trade 
name, Emerson Quiet-Kool; sizes, 2 
and 3 h.p. Portable model: trade name, 
Emerson Quiet-Kool “Pick-up”; size: 
Y, h.p.; weight, 60 lbs., reverse cycle 
heating. 

Fedders-Ouigan Corp., 5801 Grand 
Ave., Maspeth 78, N. Y. Built-in-wall 
models, air cooled: trade name, Fed- 
ders; sizes, 4, 1, and 114 tons; reverse 
cycle heat pump. Window models, air 
cooled: trade name, Fedders; sizes, ¥2, 


mounting; 


eee 


¥%,, 1, 14 and 2 tons; reverse cycle heat | 


pump. Package models, air cooled: 
trade name, Fedders Adaptomatic; 
sizes, 2, 3, and 5 tons; split system, 
heat pump. Package models, water 
cooled: trade name, Fedders Adapto- 
matic; size, 3 tons. Dehumidifiers; 
trade name, Fedders. Also a line ot 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 100. 
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unit heaters, fan coil heating and cool- 
ing units. ; 

Fresh'’nd-Aire Co., Div. of Cory 
Corp. SEE: Cory Corp., Fresh’nd- 
Aire Div. 

Friedrich Refrigerators, Inc., 1117 E. 
Commerce St., San Antonio 3, Texas. 
Window models, air cooled: sizes, %4 
to 1 h.p. Package models, both air 
cooled and water cooled, in sizes larger 
than room size. 

Frigidaire Div., General Motors 
Corp., 300 Taylor St., Dayton 1, Ohio. 
Built-in-wall models, air cooled: trade 
name, Vertical Room Conditioners; 
three 1-ton models; automatic thermo- 
stat, fresh air intake and exhaust con- 
trol; $275 to $450. Window models, 
air cooled: trade name, Vertical Hori- 
zontal; sizes, 1, 1, and 2 tons; Magic 
Guide Air Distribution, low  silhou- 
ette. Package models, water cooled: 
trade name, Master-matic; sizes, 3, 5, 
7¥, 10, and 15 tons; Multipath cool- 
ing coils, optional heating facilities. 
Also a line of residential products and 
components, coils, coil-blowers, con- 
densing units, etc. 

General Electric Co., Air Condition- 
ing Div., 5 Lawrence St., Bloomfield, 
N. ]. Window models, air cooled: 
trade name, General Electric; variety 
of sizes; some models are of “thin” 
type. Package models, air cooled: 
trade name, General Electric; sizes, 3 
to 30 tons; designed for’ “in space” or 
remote installation. Package models, 
water cooled: trade name, General 
Electric; sizes, 3 to 20 tons; similar to 
air-cooled models. Heat pumps: trade 
name, Weathertron; sizes, 24, 3, and 
5 tons; used for both cooling and 
heating. 

Gibson Refrigerator Co., Div. of 
Hupp Corp., Greenville, Mich. Win- 
dow models, air cooled: trade name, 
Gibson Trimline; sizes, 1, 14, and 2 
hp. (16 models); thermostat, reverse- 
cycle heating (5 models), “Air-Sweep” 
(4 models). Package models, air 
cooled: trade name, Gibson Trimline; 
sizes, 2, 3%, and 5 h.p.; 3 models of 
air conditioners, 3 models of heat 
pumps for cooling and heating. Dehu- 
midifiers: two models, one with auto- 
matic overflow control and warning 
light. 

Hunter Fan & Ventilating Co., Inc., 
400 S. Front St., Memphis 2, Tenn. 
Details of air conditioner line not 
available at press time. 


APRIL 1958 


I. W. Air Conditioning Corp., Div. 
of 1. Wenig & Sons, Inc., 230 Manida 
St., New York 59. Built-in-wall mod- 
els, air cooled: trade name, In-Wall; 
sizes, *4, 1, and 1'4 tons; thermostat, 
optional heating. Also one portable 
',-ton model. 

Kelvinator Div., American Motors 
Corp. SEE: American Motors Corp. 

Lewyt Mfg. Corp., 43-22 Queens St., 
Long Island City, N. Y. Built-in-wall 
models, air cooled: sizes, 4% to 1 h.p. 

Mitchell Mfg. Co., Div. of Cory 
Corp., 3200 W. Peterson Ave., Chicago 
45. Built-in-wall models, air cooled: 
trade name, Mitchell “Pancake;” size, 
1 h.p.; thermostat, single knob control. 
Window models, air cooled: trade 
name, Mitchell; sizes, #4, 1, 114, and 
2 h.p.; thermostat, single knob con- 
trol; one model, weighing 62 Ibs., is 
portable; $129.95 to $389.95. Package 
models, both air and water cooled: 
trade name, Mitchell Residential; sizes, 
2 to 5 h.p.; designed as complete units 
or as additions to existing forced air 
heating systems; $500 to $1,000, plus 
installation. Dehumidifiers: sizes, 1/6 
and % h.p.; $129.95 to $149.95. 

Perfection Industries, Div. of Hupp 
Corp., 7609 Platt Ave., Cleveland 4. 
Centralized air conditioning equip- 
ment, air and water cooled: sizes, 2 to 
40 tons. 

Philco Corp., Tioga & C Sts., Phila- 
delphia 34. Window models, air cooled: 
trade mames, Compact and Bantam; 
sizes, 4 to 2 h.p.; some feature “Toni- 
tron” negative ion purifying system for 
cleaning air. Built-in-wall and small 
console models, air cooled, in various 
sizes. Package models larger than room 
size, air cooled, in various sizes. 

Radex Corp., 2076 Elston Ave., Chi- 
cago 14. Electrostatic filter air clean- 
ers: trade name, Dustronic; units are 
room size, can be used with central- 
ized air distribution systems; prices 
from $250. 

Radio Corp. of America. 
Whirlpool Corp. 

Remington Corp., 171 Willey St., 
Auburn, N. Y. Window models, air 
cooled: sizes, %4 to 2 h.p. Small room 
console models, air cooled: trade name, 
Consolaire; sizes, % to 1 h.p. Small 
room console models, air and water 
cooled: sizes from 1 to 2 h.p. Also 
Incremental System components for 
centralized heating and cooling, and a 
line of dehumidifiers. 

Rheem Mfg. Co., 7600 S. Kedzie 
Ave., Chicago 29. Window models, air 
cooled, in various sizes. Central air 


SEE: 


For large office spaces, packaged units 
in sizes from 2 to 30 or more tons of 
cooling capacity are often used. In 
the smaller sizes they may be either 
water or air cooled; larger units are 
generally water cooled. This  air- 
cooled model is a Trane product. 


In many cases office comfort can be 
improved by reducing the humidity, 
even when cooling facilities are not 
available. Dehumidifiers are very use- 
ful for such purposes, and especially 
for removing moisture that causes 
rust or interferes with equipment op- 
eration or paper handling. 


conditioning systems: trade 
Add-On; various sizes. 

Robbins & Myers, Inc., Hunter Div., 
2500 Frisco Ave., Memphis, Tenn. 
Window models, air cooled: sizes, % 
to 114 h.p. Casement window models, 
air cooled: sizes, 4% and *% h.p. 

Spitzska Mfg. Co., 235 Colfax St., 
North Sacramento, Calif. Portable 
evaporation-type “spot coolers” and 
evaporation-type air washers. 

Sub-Zero Freezer Co., Inc., W. Belt 
Line Highway, Madison, Wis. Room- 
size air conditioners. Current details 
not available at press time. 


name, 


(To next page) 
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PAID CIRCULATION 


BY FAR...IN THE 


OFFICE FIELD 


ross PD 22,164 
tong PP 24,204 


and now 


28,352 


NET PAID 


(DEC. 1957 ABC STATEMENT) | 


ct tinl 
—_ 


circulati 


bonus for the first six months of 1958. 


& 


office Office 
MaAMQEMeE nt 
oan ts Management 
: is geared to 
the needs 


of management 
executives con- 
cerned with 
office adminis- 
tration. 


Office Management is ever at the fore- 
front of every advance in office procedure 
and technique. In Operations Research 
...in Automation...in Integrated Data 
Processing . Office Management's 
leadership is evidenced by the constant 
demand for its editors as speakers on 
these subjects at national seminars... 
by the flood of requests for editorial 
reprints from top management executives. 


Such regular monthly features as Auto- 
mation, Personnel, Systems, Office Lay- 
out, Product News, Tools of the Office, 
Catalogs, and basic information Service 
— have made OFFICE MANAGEMENT 
“The growth publication in the growth 
market.” To sell the multi-billion office 
market—you need O. M. It belongs on top 
of your schedule. Send for complete data. 


© @ | Office 


Management 
The Magazine for Management Executives 
: GEYER-MCALLISTER PUBLICATIONS — 
(212 Fifth Avenue, New York 10, N.Y. 
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Tools of the Office 


(Continued ) 


The O. A. Sutton Corp., 1812 W. 
Second St., Wichita, Kans. Built-in- 
wall and window models, air cooled: 
trade name, Vornado; sizes, 1, 114, 
and 2 tons; automatic thermostat, re- 
verse cycle heating, flip front filter 
door. Package models, air cooled: 
trade name, Vornado: two lines, one 
in sizes from 2 to 34 tons with re- 
verse cycle heating, the second, in sizes 
of 2, 3, 3%, and 5 tons, for use re- 
motely with existing heating systems. 

The Trane Co., Second & Cameron 
Ave., La Crosse, Wis. Package mod- 
els, air cooled: these are self-contained 
air conditioners with remote air con- 
denser; sizes, 3, 5, 7%, 10, and 15 
tons. Package models, water cooled: 
these are self-contained air condition- 
ers, in the following sizes: 3, 5, 7/2, 10 
and 15 tons (de luxe version) and 10, 
15, and 20 tons (commercial version, 
for use with duct work). Also line of 
individual console-type room units for 
use with multi-room air conditioning 
systems. 

Typhoon Air Conditioning Co., 505 
Carroll St., Brooklyn 15, N. Y. Pack- 
age models, both air and water cooled: 
sizes, 2 to 4o tons. Line includes 
water chillers and heating equipment. 
Also a number of built-in-wall models, 
air cooled. 

United States Air Conditioning 
Corp., 7900 Tabor Rd., Philadelphia 
11. Package models, air and water 
cooled: sizes, 3 to 20 h.p.; heating coils 
available. Also air-cooled condensers 
and blewer coils in sizes from 2 to 7 
h.p. 

Walton Laboratories, Inc., 1186 
Grove St., Irvington, N. ]. Humidifi- 
ers: trade name, Aqua Sorber; console- 
type units with or without automatic 
control; from $194.50. Also portable 
table or console models, from $66.50. 

Welbilt Corp., 57-18 Flushing Ave., 
Maspeth 78, N. Y. Built-in-wall and 
window trade 
name, Wall-Slim; sizes, 1, 114, and 2 
h.p.; some have electric coil heating. 

suilt in-wall and window models, air 
Master; 
size, 1 h.p.; units are compact and 
portable. 


models, air cooled: 


cooled: trade name, Power 


Westinghouse Electric Corp., 3 Gate- 
way Center, Pittsburgh. Window mod- 
els, air cooled: sizes, ¥% to 2 h.p.; re- 
verse cycle and electric coil heating 


available. Package models in sizes 
from 2 to 15 tons. 

Whirlpool Corp., St. Joseph, Mich. 
Built-in-wall and window models, air 
cooled: sizes, ¥, to 2 h.p.; some mod- 
els suited for casement windows; some 
have reverse cycle heating. Also a line 
of central air conditioners, air cooled, 
in sizes from 2 to 5 h.p., and a line 
of dehumidifiers. 

Worthington Corp., Harrison, N. ]. 
Package models, both air and water 
cooled: sizes, 2 to 5 h.p. Package mod- 
els, water cooled, with coil heating: 
sizes, 3 to 15 h.p. Air-cooled condens 
ing units in sizes from 2 to 5 h.p. 

York Corp., York, Pa. Built-in-wall 
and window models, air cooled: trade 
names, Power Mite, Compressomatic 
Supreme, Senior; sizes, 1, 114, and 2 
h.p.; two cooling speeds, Miracle Clean 
Air Sentry; $249.95 to $429.95. Small 
room-type console units, air cooled; 
trade name, Snorkel; sizes, % and 1 
h.p.; “thin” design, two cooling speeds; 
concealed controls; $409.95 to $429.95. 
Package models, air cooled: trade 
names, Champion and Hi Ef Twinline; 
sizes, 3, 4, 5, 742, 10, and 15 tons; re 
mote systems; $1,050 to $5,500. Pack- 
age models, water cooled: trade names, 
Champion and Embassy; sizes, 3, 5,7; 
10, 15, and 2244 tons; remote system, 
optional heating coil and humidifier; 
$975 to $5,030. Package models, attic 
type, air cooled: trade name, Pathfind- 
er; sizes, 1%, 2, and 3 h.p.; reverse 
cycle heating optional; $435 to $840. 


Fans and Air Circulators : 


Air Controls, Inc., Div. of The \ 
Cleveland Heater Co., 2310 Superior | 
Ave., Cleveland 14. Trade name: Rex; 
fans include portable window models 
($29.50) and exhaust fans from 24 to 
38 in.; $84.95 to $119.50. 

American Blower Corp., Div. o | 
American-Standard; Detroit 32. Trade 
name, Sirocco; large fans for high | 
volume air movement. : 

Argus Mfg. Co., 1134 N. Kilbourn 
Ave., Chicago 51. Trade names: Am 
bassador and Fashionaire; line includes 
standard models and exhaust fans. 


(To page 55 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 


Readers’ Inquiry Coupon on 
page 100. 
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“s ’ drawn or photographed, right in your own office. al - 
f The | The brand new Apeco Uni-Matic Auto-Stat is the greatest advance- = 
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Tools of the Office 


(Continued) 


Bar-Brook Mfg. Co., 6133 Linwood 
| Ave., Shreveport, La. Attic, window, 
~ exhaust, ceiling, and wall fans. 
Chelsea Fan & Blower Co., Inc., 639 
) south Ave., Plainfield, N. J. Trade 
| name, Chelsea; window, pedestal, port- 
able, and box fans; $39.95 to $59.95. 
Commander Mfg. Co., 4225 W. Kin- 
| zie St., Chicago. Window, floor, wall, 
hassock, and table fans. 

Cory Corp., Fresh’nd-Aire Div., 221 
N. La Salle St., Chicago 1. Trade 
name: Fresh’nd-Aire; line includes 
window, table, and other fans. 

Dayton Electric Mfg. Co., 126 S. 
Oakley Blud., Chicago 12. Window, 
exhaust, kitchen, hassock, heat booster, 
and spray booth fans; utility air circu- 
lators. 

Diehl Mfg. Co., Finderne Ave., 
Somerville, N. ]. Trade name, Diehl; 
window ventilators ($36.40 to $69.95), 
home and office fans ($19.95 to 
$57.95), attic ventilators ($84 to $196), 
and air circulators ($98.50 to $179). 

The Emerson Electric Mfg. Co., 8100 
Florissant Ave., St. Louis 21. Trade 
name, Emerson-Electric; window, roll- 
about, hassock, oscillating, exhaust, and 
ceiling fans; air circulators; $11.95 to 
$211.50. 

Fasco Industries, Inc., Davis & Top- 
pin Sts., Rochester 2, N. Y. Portable 
window, reversible, portable, hassock, 
floor, oscillating, and utility exhaust 
ventilating fans; roller-mounted circu- 
lators. 
| Fresh’nd-Aire Co., Div. of Cory 
) Corp. SEE: Cory Corp., Fresh’nd- 
. dire Div. 

Frigid, Inc., 128-168 32 St., Brook- 
" lyn 32, N. Y. Window, floor, attic, 


— eer 


hassock, and other fans; air circula- 

tors, including reversible models; some 
} models are 

mounted. 
| The A. C. Gilbert Co., Erector 
Square, New Haven 6, Conn. Trade 
names: Windstreamer (line of high- 
velocity fans) and Polar Cub; table 
and window fans; also ventilators. 

Goodwill Mfg. Co., 1215 S. 52 Ave., 
Cicero 50, Ill. Current information 
not available at press time. 

Hunter Fan & Ventilating Co., Inc., 
400 S. Front St., Memphis 2, Tenn. 
Window, hassock, attic, industrial, 
flor, wall, and table fans. 


portable, roller- 


some 


fatic Ilg Electric Ventilating Co., 2850 N. 
mary =f Pulaski Rd., Chicago 41. Fans and air 
ee 
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circulators of window, portable, and 
roller-mounted types; pedestal and 
portable floor fans, some reversible. 

Kisco Co., Inc., 2400-40 DeKalb St., 
St. Louis 4. Trade names: Circulair 
(floor model air circulators—$35.95 to 
$47.95) and Cool-Circle-Ator (window 
fans—$24.95 to $66.95). 

Lasko Metal Products, West Chester, 
Pa. Current details not available at 
press time. 

The Lau Blower Co., 2027 Home 
Ave., Dayton 7, Ohio. Trade name: 
Lau; window, wall, hassock, and table 
fans; $29.95 to $69.95. 

LeJohn Mfg. Co., 111 22 St., Hunt- 
ington, W. Va. Current information 
not available at press time. 

Manning-Bowman Div., McGraw 
Electric Co., Elgin, lll. Window, floor, 
table, and multi-purpose fans, some 
reversible. 

Reed-Unit Fans, Inc., 1001 St. 
Charles Ave., New Orleans, La. Cur- 
rent information not available at press 
time. 

Phil Rich Fan Mfg. Co., Inc., 2900 
Caroline St., Houston 4. Trade name: 
Windmaker; Circulator fans (10 to 24 
in.) from $19.95 to $69.95; reversible 
window fans; commercial and indus- 
trial fans (10 to 54 in.); attic, commer- 
cial, outside cabinet, ceiling and wall 
fans. 

Robbins & Myers, Inc., 2500 Frisco 
Ave., Memphis, Tenn. Current details 
not available at press time. 

Signal Electric Div., King-Seeley 
Corp., Menominee, Mich. Trade name, 
Signal; window fans (some portable), 
roller-mounted, oscillating, high veloc- 
ity and other fans and air circulators; 
$17.95 to $139.95. 

The Stratfield Co., 434 Grand St., 
Bridgeport, Conn. Trade name, Strat- 
field “Lite-Tite”; special fan for photo- 
graphic darkrooms; $24.50. 

Superior Electric Products Corp., 
Box 426, Cape Girardeau, Mo. Trade 
name, SuperLectric; desk and floor 
fans, floor circulators and hassocks. 

The O. A. Sutton Corp., 1812 W. 
Second St., Wichita, Kans. Trade 
name, Vornado; desk, pedestal, win- 
dow and table fans; $19.95 to $99.95. 

(To next page) 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 100. 


FOR ALL 
OFFICE 


IRASING F 


KLENZO 


Swift and smooth for 
typewriter, ink and ball- 
point work. 


Sa heruare ERASER 533-1 } 


GET THESE 
BLAISDELL EXCLUSIVES: 


SPEE-D-POINT perforation for easy , | 
sharpening — STED-D-POINT °} 
staple for secure eraser core. 


“Blaisdell KLENZO ™ 


KLENZO 7/7 


s ial d 
r rv 


thin diameter for 


: . 
ones of ter J 


Write for sample, naming 
this publication. 


TRADE MARKS REG. U.S. PAT. OFF. 


BLAISDELL 


PENCIL COMPANY 


BETHAYRES, PENNA. 
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IT’S NEW! 


The Verifax 
Bantam 
Copier... 


ONLY 599 50 / 


LIGHT, CAPABLE ... AT LOWEST PRICE OF ALL! 


N UNHEARD OF low price for an 
A office copier! About half the 
price of other “low-cost” copiers! 
Yet the Bantam gives you all the 
extras of Verifax copying, does jobs 
other copiers can’t touch! 

Makes 5 completely dry copies of 
any document in 1 minute for 2%¢ 
each. Makes copies on white bond- 
type paper, card stock, printed office 


Buy ’em by the cartload—put one in 
every department! Your savings in typing 
quickly cover Bantam’s cost. 


eoeeeeee ee ee eeeeee MAIL COUPON TODAY eeeeeeee 
EASTMAN KODAK COMPANY, Business Photo Methods Division, 


343 State Street, Rochester 4, N.Y. 


Please send folder describing new Verifax Bantam Copier 
and savings it makes possible. Also names of nearby dealers. 


forms—front and back, if vou wish. 
Makes translucent “masters” for 
whiteprint machines—even makes 
an offset master in 1 minute, using 
low-cost adapter. What’s all- 
important, too, your Verifax copies 
are accurate and complete. All types of 
pencil and ink writing—even pur- 
plish spirit duplicator copies—are 
reproduced as readily as typed data. 
And Verifax copies will last a lifetime. 

The new Bantam is a snap to op- 
erate, as foolproof as an office copier 
can be. Mail coupon...or phone 
Verifax dealer. (Check Yellow Pages 
under“ photocopying” or**duplicat- 
ing’? machines. ) 


Price quoted subject to change without notice, 


Yerifax Copying 


DOES MORE ...COSTS LESS... 
MISSES NOTHING 


hg 


Name Position ae i 
—— Kodiak 
Street RADE MARK 4 
City. ae Q 
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| designed to 


S-- Meese 


executive offices. 
_ are comfortably furnished, with secre 


New Golden Sierra has thermostat, 
Fiberglas filter, timer. 

The Trane Co., Second & Cameron 
Ave., La Crosse, Wis. Centrifugal fans 
for use in commercial and industrial 
cooling and heating systems, with fan 
wheel diameters from 4 to 89 in. 

United States Air Conditioning 
Corp., 7900 Tabor Rd., Philadelphia 
11. Current information not available 
at press time. 

Viking Air Products, 5601 Wal. 
worth Ave., Cleveland 2. Multi-pur- 
pose fans and blowers for central air 
conditioning systems; window, floor, 
and roll-about fans, some reversible. 

W. W. Welch Co., 1010 Enquirer 
Bldg., Cincinnati 2. Trade . names, 
Air-Flight and Wheel-a-Breeze; floor, 
pedestal, and window models, some re- 
versible. 

Westinghouse Electric Corp., 3 Gate- 
way Center, Pittsburgh. Window, wall, 
floor, table, and other fans. 


Advertising agency— 
(From page 38) 


provide flexibility in 


| arrangement for specific — purposes. 
Included are facilities for showing 


color and black-and-white _ television 
commercials and films, a large assort- 
ment of recording equipment, and 


| a separate kitchen used when execu 


tives are meeting and dine at the 
conference tables. 

The thirteenth, or radio-ty floor, 
contains an immense amount of facili- 
ties required to produce material for 
these media. These include four fully- 
equipped 16 mm _ viewing rooms for 
film or black-and-white tv, a 35 mm 
theater providing seats for 30 persons, 
for showing films or color tv, a tele- 
vision studio, and control room serv- 
ing the theater and studio. The work- 
shop-studio is equipped with _ live 
and film cameras for testing commer 
cials, billboards and program ideas. A 


| closed-circuit line from the studio to 


the theater and viewing rooms is 
used in experimental live and film 


| television. The need for this equip 


ment becomes apparent when one 
considers that B&B is one of the larg: 
est agency producers of _ television 
shows and commercials, boasting at 
nual billings in tv approximating $55 
million. 

The seventeenth floor is devoted t 
Suites for directors 


OFFICE MANAGEMEN! 


~~ 


Ri Re Ll) Vs See 


~~ 


| 


"Ou 
becc 
fied 

inM 


"V 
Ing j 
rece} 
repo 
Beca 
switc 
of se 


THE 


APR 


ll ee ta 2 
aoe, 4 ti Ae - 
. een i = Fag fe a | . a * 
, By : i 7” ae a mS, Wat CF eee 
a i 
* ‘ 8 
an Lan ’ 
% ey 
ey) es . 
A eg oo on EN as 2 SE 
* Se > oe Ss Ss at a | 
Wh |) oan = 
i : | a eS e ‘3 te ies | 
| a Pe aed. ae ee | 
iy meee fe Se ee Ee 
ze, WR \ W. | 
‘e Tg 
g — +. 
a | | 
See Cr. eg 7" | 
ss. ys ; d —_ * i | 
sige, | 
aE % OY ica } 
: ae nad : 
ee . Bie 2 
aye F : 4 
fe : he - 
Y aN oe me? , he) Ue he | 
ne? ees | oe Ha é you. pe Rae § eee ae 4 | 
oS ae y. Ee oe % ba | 
Peake, Fae eer ee | 
tog. P 
.— x ’ } 
5 ie? ? | 
>? a | 
see wa > 
; ee | 
Pe | \ 
ig yer | : 
alae 
sae. | 
a 
2 Po 
pean 
4 2 eM | ee 
aa, ee 
& | 
€ . | 
% ner, 
, | ( 
a , he } 
A joan a . ' 
% a ee | 
an) oe Sa > Pe | 
. af ff . » | 
ga 4 ae t 
a So 
iy | Pe 
tna 
Res, h eoeee 
oo 
: a 
tee “a PO 
. ig m., we 2 
oy 72-4 Le 
fare | 
= = 
-. ESE 
ene 
ae 4S Zz 
ha ae 
ts ; : 
Ey my ie - 4s 
oe sts ae ee Pi a 4 
: oa 2 ha leat ; ; : ee - , 
. ie es ks. a aman a J 7 
t ~ Belo 8 ited ; : ad 4 e - oe - 
in. ee eo Aa & Soe = Lhe te ae . 
a 3 2) tl om F# — ‘ ree a 5 2a i =. oa 
De! ne es oes oe ica a 
eee A ae. a TT oa ie 


ostat, 


eron 
fans 
strial 
1 fan 
vAR 
M e J 4 . 
ning , # e wy ae 
Iphia ail EST. 1826 x 
ilable mee 


Wal. 
i-pur- 
al air 
floor, } 
ole. 

juirer 
ames, 
floor, 
ne re- 


Gate- , 


_ wall, 


r poses. 
owing 
eVISiON 
assort- 
, and 
execu- 
at the 


floor, 
 facili- 
ial for 
r fully- 
ms for 
35 mm 


yersons, 
a tele- 
n serv: 
- work- 
h live 
omimer- Te) ° P “ ee . P ‘ ‘ 
nS ur accounting requirements are complex Training is accomplished quickly because In your business, too, National Ste 
eas. J . : ‘ . i . i i i Be, 
: because we manufacture a widely diversi- of National's simplicity and many automatic machines will pay for themselves with : 
idio to fied |i 7 : 7 the money they save, then continue 
7. ied line of furniture in three plants located operations. And operators turn out more 
om 


; savings as annual profit. Your nearby 
4 film in Massachusetts, Michigan and California. work with less effort. National man will gladly show how 
) 


" m much you can save. 
equip We use Nationals for various account- “We have invested $16,630 in National (See the yellow pages 


enone ing jobs including billing, posting, accounts machines. They save us $17,000 a year, re- in your phone book.) a. 
he larg: receivable, accounts payable, government turning about 102% annually on our invest- iii 
Jevision | 'POrts, dividend check writing, and payroll. ment.” . 
ing a Because of National's flexibility, it's easy to Iichand N. a National 
ing $55 ‘witch from one job to another in a matter Chairman of Board and President, 
of seconds. Heywood-Wakefield Company ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
jirectos] THE NATIONAL CASH REGISTER C OMPANY, barron 9, on10 nce PAPER (No Carson ReauineD) — 
th secre 989 OFFICES IN 94 COUNTRIES 


Waltonal Accounting Machines save us ‘17,000 a year... 


return 102% annually on our investment” —Herwooo-waxerieLD COMPANY, Gordner, Mose 


a 


voted to 


EMEN'} 4pRit, 1958 
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fi : i n _ easy ! It takes a lot of digging to get at old 


style filing folders, jumbled in the 
difficult top and bottom drawers. 

But when folders are Oxford Pendaflex, 
file clerks have no trouble. 

These remarkable hanging-sliding folders 
publish their identity, and offer their con- 
tents instantly in any drawer. 

File clerks can forget follower blocks, 
two-handed opening of working space, shov- 
ing papers down into place. The time and 
effort saved results in lower payroll cost, 
an end to most misfiling, and a records 
department geared for service rather than 
i 
Oxford Filing Supply Company, Inc. 
Garden City, New York 


ro!!! 


OXFORD FILING SUPPLY COMPANY, INC. 
182 Clinton Road, Garden City, N. Y. 


Please send free “File Analysis Sheet” and 


Oxford Pendaflex Catalog. 


NAME 


FIRM 


STREET. 


CITY. STATE 
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OXFORD PENDAFLEX 
Hanging Folders make 
top and bottom drawer 


— ee 5 


tarial compartments adjoining. Man. 
agement officials were given individual 
preferences as to the choice of decor 
for their offices, and a variety of 
styles, from Early American to con 
temporary, are presented. The office 
of President Robert E. Lusk, for exam. 
ple, is both functional and masculine, 
featuring a contemporary leather-top. 
ped desk, cork floor, and lightweight 
draperies. Lighting for the room js 
largely provided by “spot” fixtures 
recessed into the ceiling, and a single 
brass fixture hangs over the desk, 
All interiors of the new headquarters 
were planned and furnished by Itkin 
Bros., which has been servicing B&B 
with furniture and office equipment 
for 18 years. 


Agency among “Top Ten” 


Founded in 1929 by a former U. §. 
Senator from, and governor of Con- 
necticut, the agency during its first 
quarter century of operation became 
one of the “Top Ten” advertising 
firms. Today, with billings of $94 
million in 1957, Benton & Bowles 
ranks eighth. In achieving this promi- 
nent rank, the company still has only 
22 clients, in line with its operat- 
ing philosophy of giving the closest 
possible service to each client from 
top management. 

These traditions of individuality and 
completeness are, likewise, trademarks 
of the agency's offices. Such a major 
installation as the medical department 
or Teletype Room is combined with 
a characteristic careful attention to 
small details—as, for example, the 
attachment of “IN USE” glass panels 
to the exteriors of private conference 
rooms which, when lighted, preciude 
interruptions. 

Taken together, these fine points 
of construction result in __ pleasant, 
efficient and streamlined quarters. 


Automation— 


(From page 39) 


compare, and act on new information 
entered into it at electronic speed by 
the tape units. This memory unit 
makes corrections and feeds the entire 
record to the output tape units, which 
re-record the whole file with the 
proper corrections. 

Harnessing this speed and_ ability 
on behalf of Michigan subscribers 
means, Mr. Koch continues, that any 
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Compact Voicewriter model VPC-1 is 
always ready for work—offers two-way 
savings as dictating machine and tran- 
scribing unit. 


Now’s the time to help every office in 
your Organization cut paperwork costs 
and step up office productivity—and noth- 
ing can do these two timely jobs like an 
efficient Edison Voicewriter. 


Ready to go to work for pennies per 
day, a compact Voicewriter model VPC-1 
can do double duty as a dictating instru- 
ment and secretarial transcriber. And— 
because it’s an Edison product—you know 
its real dictating equipment, built for 
years of economical operation. 


For as little as $17.28 per month, you 
can equip any executive in your organiza- 
tion for complete home, office, or on-the- 
toad dictation—to give him the kind of 
extra flexibility and efficiency today’s busi- 
ness demands. And, at the same time, you 


APRIL 1958 


Edison Voicewriter 


a product of Thomas A. Edison Industries 


equip his secretary to turn out more work, 
more accurately, thanks to the famous 
Edison diamond disc. Incidentally, it will 
pay you to look into Voicewriter for help 
in handling your own office work-load. 
Most organizations find the Voicewriter 
pays for itself in executive and secretarial 
timesavings within the first year you use it. 


For equipment and systems to meet 
every dictating need—look to Edison— 
the organization that pioneered modern 
dictating equipment, dial-telephone and 
network dictation, and the new ALL- 
Purpose Edison Voicewriter. 


Why not get the full story on Voice- 
writer savings in your office through an 
Edison five-day, on-the-spot check? For 
details mail the coupon today. 
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Edison Voicewriter can show you the way to 
new office efficiency for as little as *1728 a month 


FOR THE LARGER OFFICE, Edison 
Televoice centralized dictation systems 
—using either your inter-office dial 
phones or Edison dictating phones— 
offer unmatched convenience and 
savings. At low unit cost, you can put 
Televoice dictation at the fingertips of 
every individual in your organization. 


Edison Voicewriter Division 

Thomas A. Edison Industries 
McGraw-Edison Co., West Orange, N. J. 
In Canada: 32 Front St. W., Toronto, Ont. 
Please send me, wizhout obligation 

O Information on 5-day office survey 
O Information on monthly-pay plan 

© Literature on Voicewriter 


Co 
Address. 
City State. 
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Studies show valuable selling time lost 
with old-fashioned order forms. You 
can gain back this time by using 
Baltimore’s Blue Ink Standard Handy- 
set Forms. One writing gives up to six 
clean copies, suitably marked for bill- 
ing, invoicing, posting, etc. Pre-inter- 
leaved one-time carbons snap out 
quickly and easily . . . end fumbling 
and mess. 

Completely Reproducible 

on Thermo-Fax® Machines 
Special inks and carbons... standard 
on these forms at no extra cost... 
make every page of BIS Handysets 
completely reproducible on the popu- 


t rms Give You 


ELLING TIME 


lar Thermo-Fax Copying Machine. No 
premium price, no special runs. BIS 
Handysets are lower in price, with up 
to 50% faster delivery to you. 

Free Samples and 

Recommendations 
This form may answer your problems, 
or another form from Baltimore’s 
complete line may save you time and 
money. For capable and experienced 
systems planning, call your Baltimore 
Business Forms representative listed 
in the yellow pages under Sales Books 
or Business Forms. Or, write to: THE 
BALTIMORE BusiNEss Forms Co., 3134 
Frederick Avenue, Baltimore 29, Md. 


Baltimore Business Forms 


(Division of THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 


HANDYSET ONE-TIME 


CARBON FORMS 


COUNTER REGISTERS 
AND FORMS. 
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member's complete medical and _hos- 
pital history, or any .part of it, can 
be located and reported on in less 
than two minutes. 


National Cash introduces computer 


Release for sale of the company’s 
new 304 electronic data processing 
system has been announced by The 
National Cash Register Co. 

S. C. Johnson & Son, Inc., leading 


| manufacturer of wax and_ household 
products, placed the first order for the 


system. 

Marketing of the new series offici- 
ally marks the entry of the Dayton, 
Ohio, business machine manufacturer 
into the commercial computer field, 
Stanley C. Allyn, chairman of the 
NCR board, said. 

Earlier NCR computers were de- 
signed primarily for scientific applica- 
tions, he continued. 

The new system will provide auto- 
matic accounting, auditing, reporting 


_ and other record-keeping functions at 


high speeds. 


Both punched _ paper 


| tape and punched cards can be prod- 


uced from conventional NCR account- 


_ing, bookkeeping and adding ma 


chines, as well as from NCR cash reg- 
isters and other NCR sales recording 
equipment. Tapes and cards are 
created automatically and can_ later 
be fed directly into the 304 for auto- 
matic processing. 

Johnson’s Wax will use the system 
to perform a wide range of accounting, 
analysis and control functions, in addi- 
tion to use for business research stud- 


/ ies. American United will use the 


| dividend accounting. 


304 for file maintenance, premium 
billing, and collection, commission and 
General Tire 
will apply the system to its controlling 
activities, and for analyzing and billing 
orders. 

Of medium size, the 304 series 
ranges in price from approximately 
$750,000 to more than $1,250,000, 
depending upon the components fe 
quired for a given installation. Techni- 


cal advances incorporated in the sys 


| tem include 


transistorized — design 
throughout, magnetic core memory 
and unique circuits which, according 
to NCR, provide unusual flexibility. 


Coming Events 
(From page 23) 


SPA International Systems Meeting 
Pittsburgh, October 13-15. ; 
Sponsor: Systems & Procedures Assoct 
ation of America. Place: Penn Shera 
ton Hotel. 
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ADVANCED — 
ss Galculator that | 
turn time into money 


BN 
) 


Ih, 
Wy) 


SSSS= 


In speed, in accur overall performance, 

_ Monro-Matic® Calculators are far ahead. Where | 

other calculators depend on human decision, 

_ Monroe Calculators work automatically saving 
_ time, saving money, reducing errors. 


_ Monro-Matic Calculators are being bought today 
by top companies like these: — 


a greatest savings... choose the world’s ‘ a a: oe 
most advanced calculator... 3 lee = / 


See the MAN from ON ROE : 


ar 


Ms” i = Ps ADDING » ACCOUNTING — 
“ a KE ite us F i 
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Now mimeograph 
more kinds of copies... 
in less time with less work 


New 1958 A. B. Dick machines bring mimeo- 
graphing to an all-time high in versatility and ability 
to work duplicating miracles. Inking is completely 
automatic! Choose paste ink cylinder for unmatched 
cleanliness and up to 20,000 copies on a single ink- 
ing. Or pick the fluid ink cylinder to use new fast 
drying inks without slipsheeting on a wide variety 
of papers. All cylinders are completely enclosed for 
cleanliness. A new feed virtually eliminates “‘doubles.” 
New, much lower prices, too! 

Mail coupon for complete information. Or call 
your distributor of A. B. Dick products. He’s listed 
under Duplicating Machines in the classified section 
of your phone book. 


——* A-B- DICK’ 
DUPLICATING PRODUCTS 


P.S. All A. B. Dick mimeograph products are for use with all makes of 
suitable stencil duplicating products. 


eeeeesseeeeeeeeseeeeseeeeseeeeeeeeeeeeeeseeeeeeeeeeeees 
+f A. B. DICK Company, Dept. OM-48 ; 

_ 5700 West Touhy Avenue, Chicago 31, Illinois . 
‘ ww Please send more information about the new mimeographs that ; 
produce more kinds of copies in less time with less work. ° 

. 

Name. . 

. 

Position ° 

Company. ° 

Address. : 

City. Kone State 7 

© 
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Job tension— 


(From page 35) 


work in the Middle Atlantic State 
and his income averages $10,000-$15, 
ooo annually. Sixty-four per cen 
smoke; among non-smokers, 79.8 gave 
up smoking on their own accord 
An overwhelming percentage—89.7 pe: 
cent—have worked for their presen 
company more than five years, ani 
91.7 have been in their present position 
more than one year. Average work 
hours are the standard g to 5, and 
85.9 stated they enjoy security in thei 
position. 

Slightly more than 16 per cent re 
ported that, indeed, they worked with 
someone they would like to “drop of 
a bridge,” but 81.9 said they enjoyed 
their job very much. Church activities 
constituted the major source of extn 
curricular activities for 51.4 per cent 
of office managers, with civic activities 
ranking second with 44.7 per cent 
Business clubs attracted 38.5 per cent 
Regular annual vacations are taken in 
the spring or summer by 79.6 per cent 
and 87.2 per cent spend their vacation: 
away from home. 


Few use tranquilizers 


Only 10.5 per cent reported difficulty 
in getting to sleep at night; 3.0 report 
ed use of sedatives, and 4.2 use oi 
“tranquilizer” drugs. Of this latte: 
percentage, 41.3 said they used the 
“tranquilizers” daily. 

Slightly more than one-fourth of the 
office managers responding said the 
eagerly looked forward to retirement. 
although 7.5 stated they hoped nevet 
to retire. (Most popular retirement age 
was 60.) After retirement, 56.0 ¢ 
pressed a preference to pursue a hobby 
or interest; 42.7 hope to travel, and 
26.5 hope to act as consultant. Almos 
g per cent said they just wanted to loa. 

The survey reveals that 13.3 per cet! 
of all respondents work under constat! 
tension. Of the office management 
group, 13.1 per cent work continual) 
under pressure. This tension springs 
from various sources: Personality cot 
flicts between the respondent and hi 
superior; job insecurity; worry ove 
health, finances, and office or home 
problems, or deficiencies in person 
living habits. 

How does the typical office manage 
rate, percentagewise, in various class 


OFFICE MANAGEMEN! 
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“IN OFFICES, 
PLANNED AND FURNISHED BY GF 


---PEOPLE ARE 


Mt, ppodilne, 


Generalaire desks are specifically designed 
to help employees do their particular work 
better and with less effort. 


GF offers—in one comprehensive package— 
everything needed to create pleasant, = 
work-conducive office surroundings . . . complete 
space and work-flow planning...a complete 
line of job-selected business furniture . . . 


complete design and decorator services. 


To learn all about GF furniture and services, 
call your local GF branch office or dealer. 

The General Fireproofing Company, 

Dept. 0-12. Youngstown 1, Ohio. 


=e 


GENERAL FIREPROOFING 


MODE-MAKER, GENERALAIRE, 1600 LINE DESKS « GOODFORM — 
CHAIRS ¢ SUPER-FILER ¢ SHELVING « PARTITIONS Pa ie: 


. 
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New Comptometer Custom- 
_ atic —World’s fastest way to 
' figure... now faster than 
| - ever. Try it Free on your 
own work. Mail coupon. 


Now...error free, 


Cnptometer Crpocration yan BETTER BUSINESS 


Comptometer Comptograph 
with new multipli- . 
cation key — more features Firm 


than any other 10-key listing 
machine. Try it Free. 


cost free, with matchless 


simplicity of operation 


THE NEW 


MAGNETIC RECORDING 
omptometer 


Ommander 


FEATURES... 


The amazing re-usable 
ERASE-O-MATIC belt with 

the lifetime guarantee. 

Error Free—Magnetically erases unwanted words 
as you redictate. You hand your secretary perfect 
dictation every time. 

Cost Free — Erase-O-Matic belt can be re-used thou- 
sands of times. No recurring costs for expensive discs, 
belts or cylinders. 

Belt is Mailable—no special protection required. 
Simplicity of Operation —All the controls you need to 
dictate, listen, reverse, erase are in the palm of your 
hand ... with Unimatic remote control microphone. 
True Voice Reproduction — Without garble or needle 
scratch. Your secretary can transcribe twice as fast 
and right the first time. 

No other machine combines the COMMANDER'S 
many advanced features. Find out for yourself how 
the New Comptometer COMMANDER enables you to 


breeze through your daily dictation and get a lot more 
done. Mail Coupon Today. 


BETTER PROOCYUCTS 


Comptometer Corporation 
1742 N. Paulina St., Chicago 22, Il. 
in Canada: Canadian Comptometer, Ltd. 
1375 Yonge Street, Toronto, Ontario 


(CO Arrange free office trial for me on: 
[] Send me literature on: 

[| Comptometer Commander 

(1 Comptometer Customatic 

[] Comptometer Comptograph ‘'220M" 
Name 


Address 
SRN aan Zone... State ............. 


a 
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fications, as compared with other types 
of executives? For one thing, he is 
slightly less bored with his job (1.1 
per cent, compared with 1.3 per cent), 
His job requirements—taking work 
home and participating in business 
luncheons and dinners—are less de- 
manding, and he feels a lack of recog. 
nition more than other management 
group. representatives. He doesn't 
imbibe as many cocktails at luncheon 
(6.9 per cent to 10.0), and faces more 
tensions because of office problems 
(27.0 to 25.9). Yet, oddly enough, 
identical percentages in each of the 
two groups—13.4—average six hours 
or less each night in sleeping. Like- 
wise, both groups are heavy coffee 
drinkers, each listing a 39.9 percentage 
who drink more than three cups daily. 

Comparative highlights of the sur- 
vey follow. Percentages of the office 
management group are listed first, 
followed by percentages for the total 
survey: 


Job Requirements: Take busi- 
ness work home regularly one 
or more times a week—1 3.1; 13.3. 
More than five times a week— 
28.73 30.0. 

More than two business lunch- 
eons weekly—16.0; 19.9. More 
than one evening business date 
weekly—7.7; 11.0. More than 
one week-end business date a 
month—7.7; 10.3. More than 
five days away from home a 
month—24.3; 30.6. More than 
two hours a day commuting— 


15.4; 17.4. 


Attitude Toward Work: Bor- 
ed with job—1.1; 1.3. Loathe 
homework—19.7; 20.5. Do not 
enjoy business luncheons—23.4; 
21.0. Dislike business entertain- 
ment—26.7; 25.3. 


Attitude Toward Business As- 
sociates: Dislike of someone 
with whom they work—16.2; 
18.2. Feel that superior is steal- 
ing all the glory—5.1; 5.6. Can- 
not express self to associates 
(especially superiors)—1.0; 1.1. 
Say tension is due to personali- 
ties of superiors—26.1; 25.4. 


Incentive: Feel insecure in 
job—14.1; 14.3. Dissatisfied with 
business progress—5.9; 6.5. Feel 
a lack of recognition—4.8; 6.2. 
Believe wife dissatisfied with 
progress—5.8; 6.4. 

OFFICE MANAGEMENT 
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ENDS RETYPING COURT MINUTES 
FORT WORTH, TEXAS 


Taking pictures with a Recordak Microfilmer has eliminated 
the retyping of minutes for U. S. District Courts in the 
Northern District of Texas. This saves the time of three full- 
time deputy clerks, frees them for other court work. And it 
provides an error-free, more compact record—the equivalent 
of three 500-page volumes can now be kept on a single roll of 
Recordak Microfilm and vault-stored for greater protection. 


SAVES THE MUSIC 
OMAHA, NEB. 


Popular bandleader Mal Dunn considers his arrangements 
every bit as valuable as a retailer’s accounts receivable records 
—without them he’d be out of business. 

Alow-cost Recordak Junior Microfilmer lets him photograph 
the 10,000 single-page arrangements in his library for a fraction 
ofa cent apiece. Not only does this increase protection, it also 
saves hours of reference—lets him check any arrangement 
quickly in the Junior’s film-reader. Facsimile copies can also 
be made quickly from these films when needed, 
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Short cuts with Recordak Microfilming 


Latest reports on how this low-cost photographic process is simplifying routines 
for more than 100 different types of business . . . thousands of concerns 


LETS YOU FIND PICTURES IN SECONDS 
NEW YORK, N. Y. 


Hailed as the greatest advance in microfilming history, 
Kodamatic Indexing—an exclusive feature of new Recordak 
Reliant Microfilmer—saves time every time you view your films. 

You simply dial code numbers before feeding batches of 
items into Reliant and ‘‘guide”’ lines are recorded right on the 
film. When you view your films (illust.) these lines lead you 
right to the pictures you want. New system lets you photo- 
graph batches of work at random—instead of in sequence— 
and still find pictures faster than ever before. 


See how Recordak Microfilming can help you 

O In Accounting 
O Billing 
© Market Research and Sales Analysis 


O Branch-Home Office Communications 
O Drafting and Engineering 

O Personnel 

0 Record-protection and Space Savings 


Free booklet, “Short cuts that Save Millions,” gives typical 
examples of how Recordak Microfilming cuts costs for more 
than 100 types of business. For more specific help, call in a 
Recordak Systems Man. No obligation whatsoever. 


SRECORDRK © 
=e is a trademark 
(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming— 
now in its 30th year 
oeeeeeeeeee« MAIL COUPON TODAY..-« 


. . 
« RECORDAK CORPORATION ~ 
* 415 Madison Avenue, New York 17, N. Y. nd 
¢ © Send free copy of ‘‘Short cuts that Save Millions.” . 
* O Have a Recordak Systems Man contact me. 54 a 
o Name Position . 
: Company ° 
; Type of busi ° 
* Street. . 
. City State. ~ 
eeeoeeoeeeeeeeeeeeeeeeeeeeeee eee eeeaeeeeaeeneneaeee 
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GENERAL ELECTRIC 
TURNS WATER COOLER 
INTO “BUSINESS MACHINE” 


...cuts cost of coffee break 


Model shown JCH1 
New General Electric Hot and Cold Water Coolers 


PIPING HOT WATER ALWAYS ON TAP—for coffee, tea, chocolate, soups 
and other instant beverages. 


REFRESHING COOL WATER ALWAYS ON TAP —fully insulated, sanitary 
cooling unit provides ample supply of cool drinking water. 


ROOMY REFRIGERATED COMPARTMENT stores bottled beverages, fruits, 
lunches, milk, cream—serves 48 ice cubes. 


This on-the-job refreshment center saves coffee break time worth real 
money. Actual records spotlight the economy and efficiency it brings 
plants and offices, with savings in some instances running to thousands 
of dollars a year. And employees like its convenience—also like getting 
their refreshment at lower cost. 


A model for every need—pressure type, hot and cold—standard pres- 
sure and bottle types—new economy-size Junior Cooler. All backed by 
General Electric’s 5-year Protection Plan. Call your local General 
Electric Water Cooler Dealer. General Electric Co., Commercial and 
Industrial Air Conditioning Dept., Bloomfield, N. J. 


Progress /s Our Most Important Product 


GENERAL @@ ELECTRIC 


In Canada, Canadian General Electric Co., Ltd., Montreal 
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Worries: About personal 
health—15.7; 17.9. About per. 
sonal finances—18.1; 20.6. About 
ofce problems — 27.0; 25.9, 
About home problems — 13.3; 
14.2. 


Living Habits: Sleep restlessly 
—6.4; 6.0. Average six hours 
or less a night—13.4; 13.4. Ex- 
ercise infrequently—52.5; 52.2. 
Have no hobby—4o.3; 37.8. 
Have no extra-curricular inter- 
ests—48.5; 50.2. Are on special 
diets—11.9; 13.7. Drink more 
than three cups of coffee daily 
—39.9; 39.9. Smoke more than 
one pack of cigarettes daily— 
66.2; 66.0. Regularly have cock- 
tail at luncheon—6.g; 10.0. 


Observations by the Foundation 
concerning representatives from both 
groups who report constant tension, 
as against those reporting occasiond 
or no stress, show: 

Job requirements are much the 
same for all respondents— both thos 
under constant tension and those te 
porting little or none at all. 

On every count, the incidence o 
dissatisfaction with the job and it 
requirements is significantly greater 
among business men under excessive 
tension. 

Personality conflicts score _ high 
among men under constant tension. 

Men under constant tension cannot 
agree that age significantly influence 
tension. 

On every count, living habits ar 
poorer among businessmen working 
under constant tension than among 
those with few or no tensions. 

Thus, the Foundation concludes 
“tension is clearly identified with the 
personality of the individual executive 
and stems from within the man rathe: 
than from the outer forces of his liv 
ing or working environment.” 


Communications— 
(From page 30) 


people to be basically honest. Thes 
same factors exist now, so why not pu! 
them to the test while it is still pos 
sible to measure, and before circum 
stances force the issue? Voice com 
munication is expensive but over tht 
long haul and for the express purpox 
of message communicating it is doubt 
less very often the most effective 
medium. 


(To page 68) 
OFFICE MANAGEMENT 
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re Your Filing Methods __ 


VISIBLE 


speeds the availability of 

source material 
provides accessible filing 
of the products of 


AUTOMATION 


Electronic machines produce punched cards and 
tapes at astounding speed. Once punched they 
become permanent records to be used over and 
over again. Acme Visible Records and equip- 
ment provide for filing and fast finding, with 
SEEABLE indexing that speeds the handling of 
this material to keep pace with the machines. 


ACME VISIBLE RECORDS, INC. 
Crozet, Virginia 


District Offices and Representatives in Principal Cities 
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ACME VISIBLE RECORDS, Inc., Crozet, Virginia -4se 


LD We are interested in Acme Visible Equipment for. ecord 
teh the man from pteme () Mave representative call. Date. uci 
to show you samples Company Attention ns 
Atte ems 
City __Zone State re 
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Trend in larger companies is away from commercial services toward leased wire networks 


The transmission of data, however, 
is another story which more and more 
is finding itself a part of the same 
book. 

The trend today in larger companies 
at least, is away from the commercial 
telegraph and TWX service toward 
the private leased wire network. Such 
facilities can be very beneficial where 
trafic volume or special requirements 
merit them. Smaller companies in par- 
ticular should be very careful they do 
not install such systems merely to 
“Keep up with the Joneses” or follow 
the crowd. Bear in mind that basically 


A// 


QP SNTE 


NON-GLARE ’ 


GLASS TOPS 
“f/ 


the adoption of a leased wire system 
transfers functions presently being 
done by commercial carriers to your 
own company organization. Before 
you become too deeply enmeshed be as 
certain as you can that you can do 
a more efficient job at less or an equiv- 
alent cost. It is important also that a 
system be adopted to fit your needs 
and provide for reasonable growth 
without taxing your abilities to do the 
job right. No good purpose can be 
served by installing an automatic sys- 
tem if a torn tape or semi-automatic 
will meet these qualifications of need 


ALMOST INVISIBLE 
GLASS WITHOUT 
GLARE 


What welcomed eye-comfort you get with Tru-Site. That’s because a 
Tru-Site non-glare glass top stops annoying, eye-straining light reflection 
while it protects your desk with an almost invisible glass. 
No wonder Very Important People insist on glare-free Tru-Site. See a 
dramatic visual Tru-Site demonstration without cost or obligation. Write today. 


See a dramatic visual Tru-Site demonstration without cost or obligation. Write today. 


DEARBORN GLASS COMPANY 


6600 SOUTH HARLEM AVENUE, BEDFORD PARK, P. 0. ARGO, ILLINOIS 
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and growth. Don’t let your hones 
appetite for a good leased wire set-up 
cause you to swallow your own tail, 

It is worth mentioning also that 
most leased wire systems are capable 
of handling both message and data 
transmissions over the same facilities, 
It is in fact common practice with most 
users. An obvious but important point 
to keep in mind is the fact that data 
transmission requires a far greater de- 
gree of accuracy than messages of an 
administrative nature. Proper coding 
systems and the reduction of human 
error are important but they are far 
from being the final answer. The 
greatest need is in the reduction of 
the error factor within the systems 
themselves. Total elimination of error 
will never be possible but the increas- 
ing need for it as a result of IDP is 
bound to bring on continuing improve- 
ments along these lines. 


Cireuits serve dual purpose 


The transition from voice to wire 
communication is reaching the point 
in our enlightened communication age 
when there is no transition at all. 
Voice circuits in the daytime become 
wire circuits in the evening. Such dual 
purpose usage will often place hereto- 
fore economically unfeasible tie lines 
in an entirely different light. Voice 
during the busy daylight hours and 
wire transmission of tape and punched 
card data at night over the same lines, 
opens a whole new Pandora’s box of 
communication wonders and_possibili- 
ties. It is here that integrated data 
processing and the role of the three T 
communication systems begin to merge 
and challenge one another. Faster, 
cheaper, and more efficient ways to 
feed the giant computers must be 
found. Better and speedier methods 
for transmitting the resulting inte 
grated data from the machines to the 
desks of management need to be dis 
covered. And being discovered they 
are. Their range of operations is broad 
enough to meet most of the demands 
of almost any size of business enter 
prise. We say “most of the demands’ 
because there is still much work to be 
done. This medium, or any other for 
that matter, will never be fully satis 
factory. Plateaus of satisfaction at 
bound to vary according to individual 
needs and how high the sights ate 
raised. 


(To page 70) 
OFFICE MANAGEMEN! 


et ae ae . . >|) ne =~ _—_—— = =—eeee wit ie a a ee 
eae ; rl ee ee 
re “atte 
rah? 
~ e ‘ a RR RN RT ST RRR nae 
“re ay 
ote 
i ; 
ie 
ee 
a = 
eg | : ri 
ae > yi 3 e 
it re $ EEL Ses e 
foal j 
> ' SS “ 
iG oe  \Me 4 —z oe 
if 1 \Q) =e | 
nae alg ( i 
vee 
he ) 
ty | 
eS 
saa! 
a Bess 
ogee A 
is ie a 
- is lo 
ee aoe | in 
ar | lo 
nie nc 
oa ae $2 
bata | Ju 
pa re 
= 
“i 
& Sa 5 | 
x = pe 
Fa . 
a. ES APR 
aa 
2 ee if 
kn 3 
NG es ea * . : 
i aa mS are be te : a ee Pee! ma eee re = , Se : 7 q iS an IE ear 
a i Si > ie ae ae tay — Sl ce | OR ee 


wire 
point 
n age 
t all. 
ecome 
1 dual 
1ereto- 
- lines 
Voice 
sand 
inched 
e lines, 
box of 
yssibili- 
d data 
hree T 
) merge 
Faster, 
ways to 
yust be 
nethods 
ig, inte- 
s to the 
) he dis- 
ed they 
is broad 
demands 
ss_ enter- 
emands” 
rk to be 
other for 
lly satis: 
tion are 
dividual 
ights are 


SEMENT 


a/ro/ta/1o/ta/ta, 


p/h 


Vig f/! 


NO MORE FILING GYMNASTICS 


NEW Mosler Revo-File 
obsoletes all 
drawer filing systems 


A circle of filing speed ...that’s Revo-File, the revolutionary rotary 
active-card file. One quick spin of the drum gives you the card you're 
looking for in 1% seconds. And there’s no more tugging, toting, bend- 
ing or pulling. Now clerks work comfortably seated and all finding 
locations are reduced to one—the top of the Revo-File drum. Eco- 
nomical too, compact Revo-File saves 500% in space while you save 
$200 in changeover costs. There’s no hole-punching, no extra work! 
Just take your present cards and drop them into Revo-File. It’s 
revolutionary! Send coupon today. 


NEW MOSLER REVO-FILE 


the modern rotary card file... 
another fine product of The Mosler Safe Co. 
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| REVO-FILE DIVISION * THE MOSLER SAFE CO. 

Department OM-458, 320 Fifth Avenue, New York 1, N.Y. 

| Gentlemen: | have 2,500 or more cards and— 

| oO 1 am interested in a free oO 1 am interested in addi- 
30-day office trial of tional information on 

| Mosler Revo-File. Mosler Revo-File. 

Name ———— 

| Position mia eae 

. in _ = 

| City Zone___ State. 
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(From page 68) 

There is no certain all-inclusive 
method for maintaining an efficient 
three T system and at the same time 
keeping its expense within reason. 
Clear cut goals, common sense and 
good solid effort are guide posts that 
will serve as good criteria for solving 
the problem. Even these, however, will 
mot create success in themselves. A 
hard frank appraisal of the future and 
its communication requirements is also 
necessary. In many cases such apprais- 
als will definitely indicate the need for 
some integrating of communication 
organizations as well as the data they 
transmit. It’s a bright future and it 
shows more clearly than ever that 
there are three T’s in Communications. 


This briefly then, is the plea for the 


continuing importance and recognition 
of basic industrial communication as 
it exists today. 

True, it is only one man’s concept 
of what can and should be done to 
develop physical communications and 
make it more capable of doing its job. 
Its central role in industry as a whole 
is greater and more vital than ever 
before. If anyone doubts this just pic- 
ture any business without it for a 
single day. Integrated data processing 
has increased its shadow to ever-larger 
proportions. The tremendous advan- 
tages of data processing can never be 
fully realized or exploited without the 
fullest utilization of every form of 
communications medium. It is man- 
agement’s responsibility to make sure 


ee: 


that this is done. 


Why is addressing a snap with 


DUPLISNAP, > 


Because a typist, a typewriter 
and Duplisnaps give you a 
complete addressing department 
—at low cost. 


Duplisnaps are one more reason 
why Eureka is the name in 
gummed paper specialties. 


Duplisnaps are sheets of blank, 
perforated gummed addressing 
labels interleaved with smudge 
resistant carbon in easy-to-use 
“snap-out” forms. 


Handle the Duplisnaps set once, 
slip it in the machine, type 

the addresses on each label, snap 
it apart, and the job is done—more 
than a 20% saving in time. 


Two to six sheet sets available 
in white. Four part set also 
available in colors. Sold at 


all leading stationers. 


DUPLISNAP @ 
made exclusively by EUREKA 


DReg. T.M. —U.S. & Conada 


REKA SPECIALTY PRINTING CO. 
Dept. 33 - Scranton, Pa. 
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AMA— 4 
(From page 27) 


SPAN members, according to Mr, 
Anderson, process almost 20 million 
punched cards a year on equipment 
renting for almost one million dollars 
annually. “In this area,” the speaker 
said, “we seek and definitely expect 
a break-even point. In other words, 
our processing costs at SPAN should 
be offset by savings in our conventional 
tabulating departments.” 


The “don’ts” of computer planning 


Following presentation of a detailed 
outline of the planning and coordina- 
tion required by participating com- 
panies in the SPAN project, Mr. An- 
derson offered a number of “things to 
avoid” when anticipating a computer 
installation: 

“Avoid the concept of seeking to 
superimpose the computer on existing 
procedures and organization. In no 
event must this computer and its or- 
ganization simply be a new high- 
priced, fancy clerical or tabulating de- 
partment. Every output must be de- 


and it must be so correlated as to pr 


signed for a definite useful oe 


duce a completely related set of pro-¥y 


cedures and information. Care must 
be taken to build in and use every 
possible accounting control.” 


Other suggestions included: 

“Don’t compound the present prob- 
lems. 

“Don’t try to include too much in 
any one routine. 

“Don’t think of hardware until you 
have quite definitely marked out the 
areas of processing for the next five 
years. 

“Don’t start programming until you 
have a definite, reasonable and accept- 
able long-range master plan. 

“Don’t by-pass exceptions. Either 
eliminate them, change them, or pro- 
vide for them—or they'll murder you. 

“Don’t overlook the difficulty of 
peak loads. 

“Don’t forget that the method that 
yields not only the required primary 
data but also the by-product data 1s 
usually the best and the cheapest.” 

Mr. Anderson elaborated on “Phase 
II,” already highly-defined and being 
worked on now, by which SPAN’s 
programs will be expanded. This new 
phase will be concerned with process 
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- DEBIT, CREDIT & ASSET, 


ntil you 


- accept- 
Eithr | Certify Columbia Ribbons and Carbons 
or pro 
Jer you. “We couldn’t even decipher our own ciphers, so blurred were 
ulty of balance sheet copies three and four,” said Asset to Debit. 
“No longer is ledgerdemain our liability—all credit to Debit,” 

rod that cried Credit, ‘for switching our business machines to Columbia 

y - 
gore Ribbons and Carbons!”’ 
est.” 
’ Bi a " 

n 
spai RIBBONS AND CARBONS 
“his new COLUMBIA RIBBON AND CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
procest COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIFORNIA or. nes. U8. Pu.08. 
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Southern Railway made no formal feasibility study before deciding on a computer . . .. 


ing agency accounts receivable, collec- 
tions, commission and cash accounting, 
a policy renewal cycle involving file 
maintenance, notice of expiration to 
agent, and many other similar duties. 

Stanley R. Klion, manager of the 
Management Controls Department, 
Peat, Marwick, Mitchell & Co., Phila- 
delphia, analyzed “special purpose 
equipment,” used to at least some de- 
gree in bank computer installations. 
He also presented analyses of bank 


computer installations in such financial! 
institutions as Guaranty Trust Co., 
New York (which uses the Burroughs 
FE-1o0r computer), Mellon National 
Bank & Trust Co., Pittsburgh (which 
uses the IBM 650 computer), and sev- 
eral others. 

“There is much potential in normal 
banking operations,’ Mr. Klion said, 
“which lends itself to electronic data 
processing and, indeed, even mechani- 
cal data processing. No new hardware 


INDUSTRIES, INC. 


DIVISION OF F. E. 


HERKIMER, NEW YORK 
MANUFACTURING CO. 
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everything 


7 ‘ Yes, the final touch to your 


office is an excitingly modern, 
space-saving bookcase from 

Hale’s new 1100 series . . . for that 
custom look at dow n-to-earth prices. 


Developed particularly for interior 
designers, the three groups in the 
series provide a variety of bases to fit 
perfectly in any modern office. 


The design lends itself ideally to 
end-to-end or back-to-back groupings, 
a feature which you'll welcome time 
and time again as your needs grow 

or change. Ask about Hale at your 
local office equipment dealer's show- 
room ... or write for free catalog. 


Illustrated is the 1148 Winthrop with 
shaped wood legs. Sketched is the box 
base New Yorker group in end-to-end 
grouping. Also available in tapered 
brushed brass legs... the Premier group. 


For over 50 years, Hale has been po ge Deeg ean bookcases of the highest quality. 


Ask also to see the dramatic 1000 s 


traditional designs. TRADITIONAL, CONTEMPORARY OR MODERN . 


pt in flexible ae or the several 


. HALE HAS IT! 
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developments are needed; only the ep. 
couragement and leadership of bank 
management to explore this potential,” 

But, he warned: “Do not permit the 
‘glamour’ of check handling and de. 
positor accounting systems to over. 
shadow the more mundane and mor 
attainable cost reduction available to. 


day.” 
Southern asked two questions 


The afternoon of the second day 
was given over to an exhibit of elec. 
tronic data processing equipment. Ex. 
hibitors included Burroughs Corp, 
International Business Machines Corp, 
The National Cash Register Co., Radio 
Corp. of America, Royal-McBee Corp, 
Western Union Telegraph Co., and 
Stromberg-Carlson Co, 

Speeches delivered on the final morn 
ing and afternoon sessions revolved 
largely around management reports on 
experiences to date with computer 
installations. First of these reports, 
“Management Report on an IBM 70 


System,” was given by R. B. Curry, 
controller of the Southern Railway 
System, Washington, D. C. Its com 


puter was initiated on a regular basis 
on January 10, 1957, for both freight 
revenue and_ payroll applications. 
Southern, however, made no formal 
feasibility study which could be dig 
nified by such a title, Mr. Curry said. 
“There was no exhaustive report—no 
detailed list of savings and estimated 
costs—no development of program ap- 
plications—no_ analysis of processing 
time with computer speeds and tech 
nical capacity of computers—no calcu 
lation of break-even points. Indeed, 
Southern [concentrated on] those sim- 
ple questions whose answers so fre 
quently constitute a complete solv- 
tion.” 

Management, the speaker continued, 
asked itself two questions in early 
1954: Are computers really capable 
of handling the processing of busines 
data, and does the railroad have 4 
paperwork problem, susceptible to 
data processing. It was determined 
that Southern, indeed, had a great 
deal of paperwork, and that much of 
the work it processed was repetitive. 

To answer the problem of whether 
computers could be effective in business 
data processing, Southern examined 
studies to date, prepared by industrial 
groups, equipment manufacturers and 
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c«'lall around the office... 
a eel yrocedural microfilming 


ne tcuts clerical costs! 


tons — Tiom saving over an hour a day in the preparation 


id day pf the daily check register to streamlining accounts 
receivable, “Procedural Microfilming” with the portable 
FLOFILM 9600 Microfilm Camera, will create savings 

in your daily business procedures! 

Send today for actual 
‘i ra plications showing P 
Aad } iow your business ge 
e Corp. }cansave money with , “ 
0., and } the FLOFILM 9600 
and free copies of 
il morn. } ‘At Introduction to 
Vicrofilming”” and 
‘Procedural 
Microfilming’’. 
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A computer gives management an opportunity (or excuse) to break through red tape ... 


computer experts. Industry, according 
to Mr. Curry, had endorsed use of 
computers in business data processing. 
“Manufacturers were absolutely sure, 
and hired plenty of salesmen to answer 
the question for you. Also, there were 
a lot of computer experts around then. 
They were sure computers would work 
—maybe I vaguely talked like one; 
anyway, I went with Southern to work 
on the computer.” 

As important as clerical savings and 


the increased accuracy of newly-avail- 
able management data are, the com 
puter proves its additional usefulness 
in internal situations by presenting ac- 
counting management with an “un- 
precedented opportunity (or excuse)” 
to break through the red tape that in- 
evitably grows in any office situation. 
Thus, Mr. Curry added, “whereas 
some companies have successfully used 
work simplification programs or ‘pre- 
computer clean-up, we have combined 


More Profit for 1958 


Lower your capital investment 


Increase the productivity of your wage dollars 


Use BEVCO ventilated furniture 


and reduce fatigue 
Sit posturally correct 
Sit comfortable 
Sit safe 


Webbed with plastic, resilient 
webbing. Stretch proof, color fast 
stain proof. Choice of 13 colors. 


Guaranteed for 5 years. 


Will outwear any other upholstery 


on the market. 


BEVCO CHAIRS are: 


more comfortable e wear longer e 


cost less 


PS-33A “te 
6 adjustments 


see your dealer or 
write direct for catalog 


BEVCO 
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cut thread adjusting 
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» "wear proof" thrust bearings. 
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ES45A 
Executive Swivel 


available in two sizes 


PRECISION MANUFACTURING COMPANY 
831 Chicago Avenue, Evanston, Illinois 


the processes of work simplification, 
systems design and computer program 
in one process.” Future applications 
actively pursued at this time are nu- 
merous, and include passenger revenue 
accounting, and pension 
records, distribution of expenses and 
personnel data. 


retirement 


The 705, the speaker declared, “has 
clearly shown itself to be an invaluable 
management tool [and] has produced 
substantial savings.” One year aiter 
the computer was installed. he said, 
Southern was operating at an annual 
rate of computer savings of $850,000. 
The company has every reason to be 
lieve that within another year this fig. 
ure will reach an annual rate of ap- 
proximately $144 to $1’% million a 
year less than it otherwise would spend 
for accounting work. 


Major savings intangible 


Stanley A. Lawrence, using. slides, 
explained how the IBM 650 computer 
offered sales management information 
which enables it to improve forecast- 
ing of sales demand on his company’s 
Manufacturing Mr. Law 
rence, who is director of the Admin 
istrative Division, Collin: 
Radio Co., Cedar Rapids, lowa, pre 
sented evidence to show how his com 
pany is able to control a diversified 
product line and to have the right 
product available at the right time. 


Division. 


Services 


Certain tangible cost savings ar 
being achieved, he said, “but the major 
savings will occur in the intangible 
areas of inventory contro] and _ better 
customer service.” 

In “How the Feasibility Stud) 
Worked Out,” Robert J. Koch, direc 
tor of the Office Management Division. 
Michigan Hospital Service, Detroit. 
presented a special report on the in- 
stallation and operation of a Datamati 
1000. Total cost of the installation, he 
reported, was $90,000. This includes 
walling off three separate rooms, se 
ting up the central power station, 
building an inside water tower for ait 
conditioning, and preparing and im 
stalling a false floor. Thus far. Mr 
Koch said, he is “very happy” with the 
Datamatic. 

He suggested, however, that an elec 
tronic processor and procedure should 
not dictate a company’s policy—but he 
advocated using caution in change 
“With go per cent of your record-keep 
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— Everyone wants to see and use that new Marchant Deci-Magic 
angible . : , . 
| better ... easiest calculator to operate ever built...ends decimal-point errors 
seid The figure boys in this firm have every right to be excited about this new 
, direc calculator that banishes decimal-point doubt, that ends decimal-point errors 
i vision. | ... forever. . 
Detroit. The Marchant Deci- Magic is the world’s first and only calculator to auto- ie 
the in- matically set decimals in the keyboard and all dials. Touching one key one , 
wtamatic time guarantees correct decimals throughout a problem and in the answer. . 
tion, he j ee ey This positive protection, plus many other exclusive advanced features, 
includes veeeoeeoee es makes Deci- Magic the most accurate, the easiest calculator to use ever built. 
ms, Sele: ® ean No wonder this firm’s calculator users asked to see it perform on their own e 
ouiah EE oe tm figurework ...no wonder they’re excited! a: 
r for alt OO ‘s ‘ oOo eg SEE WHAT DECI*MAGIC CAN DO FOR YOU—MAIL THIS COUPON TODAY .s 
and in|” ~~" aes “ o2 a SRE Rei lade <apeerieierannieintecterrines! . 
far. Mr db doh cr (0 ah dy. xa (") Q RCH Q NT | MARCHANT CALCULATORS, INC. - OAKLAND 8, CALIFORNIA f 
2 oonatmnnanm a. 
with the : POO OO CE : 0) We'd like to know more about the Marchant ant 
Deci+ Magic. Please send free descriptive literature. a 
an elec: Wnt CALCU LATO RS, INC. | Oo We'd also like a copy of your folder, “Index to Modern : 
e should} ,., Ses teeese ees =~) OAKLAND 8, CALIFORNIA | Figuring by Marchant Methods. £4 .; 
—but he} wromaniec ! NAME , 
ye. | “ARCHANT e 
— PEC magic Modern Management Counts on Marchant ! PLEASE ATTACH COUPON TO YOUR COMPANY LETTERHEAD b= 
Ora~ 
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Major disadvantage of an electronic application: the time needed to program a major change 


ing functions on an electronic processor, 
you become mighty cautious of major 
changes” in both policy and procedure 
after you have done your program- 
ming. Although our experience is lim- 
ited, I believe the major disadvantage 
of an electronic application is the time 
required to program a major change 
in policy or procedure. Under a man- 
ual system, it is not too difficult to 
decide on a major policy change, write 
that change, call supervision together 
for explanation, and get the change 
into operation within one week’s time. 
Not so under an electronic system. 
Even with 10 or 15 programmers, it 
may take two or three months to write 
the revised program, debug it and put 
it into operation.” 

President Morris G. Fuller of the 
State Farm Life Insurance Co., Bloom- 
ington, Ill., urged chief executives to 
take an active interest in computer 
installation programs. After detailing 
the steps his company followed in set- 
ting up 15 installations of IBM 650 
equipment, all of it working into every 
area of the company’s activities, he 
suggested that persons who are frus- 


trated in their progress toward full 
utilization of whatever equipment is 
now on hand or on order “concentrate 
on the chief executive of the institution 
until that gentleman agrees to take a 
personal interest in it necessary to get 
the programming activity and the plans 
for the integration far above depart- 
ment lines and into the consciousness 
of each and every person having to do 
with records. 


No eash savings expected 


“Much of the work of an executive 
lies outside of his own institution— 
visiting other companies, taking part 
in the transactions of the technical 
societies, and participating in associa- 
tion discussions.” 

Director of Data Processing Ed- 
ward J. Pranke, Jr., Bristol-Myers 
Products Division, Bristol-Myers Co., 
Hillside, N. J., continued the studies 
in case histories with a discussion of 
his firm’s application of the Univac 
120 and File Computer on sales analy- 
sis, billing and related accounting 
problems. 

Sales statistics, Mr. Pranke said, 


we 


must be comprehensive, capable of 
being compared to previous perfor. 
mances, capable of being compared t 
a standard, and must be interpreted, 
Under traditional tabulating methods, 
Bristol-Myers could have had all of 
these features, except for the percent. 
age relationships. The Univac 120 and 
File Computer equipment supply this 
information, and the company, in addi 
tion, expects to receive these statistics 
in five days. 

“Notice that | have not once men. 
tioned that we expected to save an 
money by using the File Computer, 
the speaker said. “Actually, we expec 
to produce results far more valuabk 
than the rental of the machine itsel{ 
Looking at it another way, we expec 
Bristol-Myers to make more profit be 
cause we rent this machine.” 

Already, the company is looking for- 
ward to future applications for the 
machine, as, for example, in measuring 
the effectiveness of its advertising. 

Willard L. Jerome followed M;: 
Pranke and described applications © 
the IBM 305 RAMAC, and the exter: 
sive preparations leading to its installs 


—" 


To save time 
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DENNISON 


Say “Dennison” when you want the best in 
Addressing Labels «+ Mailing Labels » PRES-a-ply Labels 
Red Bordered Labels + File Folder Labels 

Mending Tape «+ Correction Stickers « Correction Tape 
Notarial Seals +» Gummed Seals, Stars, Dots, 
Reinforcements, Index Tabs « Index Divider Sets 

Coin Mailing Cards + Paper Fasteners « Key Tags 
Inventory Cards « Metal Rim Tags « Shipping Tags 


ou 
ge lia ieee Dennison 


MANUFACTURING COMPANY 
Framingham, Mass. 
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ly this a triple cargo of ink! 
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INTRODUCING THE NEW LONG-WRITING 
e men: 
ve an) e 
puter, 
| expect 
aluable J 
e itsell, 
| expec! 
‘ofit be: 
‘s Ais OFFICE PEN 
ing for foe, 
for th| Same aati oO 
asuring§ ~ 
4 . Holds 3 times more ink... _ 
fad Writes 3 times longer than ordinary — 
e exten office ball pens... save up to 2/3 and 
install: 
Whether you measure its capacity in " 
miles of writing, thousands of words s 
or grams of ink, the long-writing ~4 
champ of office ball pens is the Auto- x 
point CARGO Office Pen. In addi- 2 
aie : Rey ~ 
tion, ink supply is completely visible. 
Impossible to run out of ink acci- 
dentally. Turn-tip Point Protector 
and removable clip —included at no 49% 
extra charge. No bothersome refills. 4 
Available in blue/black ink, red or ” 
green ink, Real-Thin Fine Point and 59% 
* Reproducing ink. | Depending 
, : “ on model. 
CARGO Office Pen is sold — é 
Less in dozen 
exclusively by Stationers— Exclusive licensee under U.S. Patent 


No. 2,249,163. Other Pats. Pending quantities. 


Not available elsewhere 


Autopoint Co. Dept. No. 13 = 
3200 Peterson Ave., Chicago 45, Ill. .S 


e — a ay Please send FREE CARGO Office Pen sample and information on how ¥ 
a EE ; it “FIGHTS OFFICE EXPENSE”. 
“i on for FR 
Send Coup int NAME TITLE 
SAMPLE of Autopo FIRM 
CARGO Pen ADDRESS 
CITY & STATE 
3 STATIONER 
Autopoint Co., Division of Cory Corp. STATIONER'’S ADDRESS. 


3200 W. Peterson Ave., Chicago 45, Illinois 
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tion and use by the Square D Co., 
Milwaukee. Mr. Jerome, who is proj- 
ect director—EDP for the company’s 
Industrial Controller Division, listed 
these advantages which Square D has 
gained to date from use of the system: 
Production of up-to-date records; better 
control of source documents; reduc- 
tion of the company’s manufacturing 
lead (lag) time; and reduction of in- 
ventory. 

Square D, Mr. Jerome added, does 
not expect to eliminate a single em- 
ployee; thus, he declared, “we expect 
our benefits to come not from salary 
savings, but from the extensive indirect 
benefits that will flow from better con- 
trol of material.” 

Final conference speaker, J. Stanley 
Hill, second vice president and actuary, 
The Minnesota Mutual Life Insurance 
Co., St. Paul, covered his firm’s exten- 
sive EDP installation, revolving around 
a Datatron 205. 

Using slides, Mr. Hill offered a de- 
tailed description of the workings of 
the system and its component parts. 
He concluded his talk by enumerating 
five important “lessons” which the 
company feels it has learned since the 
installation took place: 


“If possible, involve someone with 
ample experience and authority in the 
technical learning process to the extent 
of 50 per cent of his time. I am think- 
ing of someone not further than two 
ranks below the president. If this is 
not possible, conduct a liberal orienta- 
tion course for all department heads 
involved, so that they acquire good 
knowledge of what a computer can 
and cannot do. 


Use of timetable stressed 


“Secure an early commitment to ac- 
quire a machine, preferably on a pur- 
chase basis. The choice of machine is 
not as important as that the decision 
be made. 

“Design the main routines to make 
maximum use of the strong points of 
the machine selected, and to minimize 
the use of its weak points. This can be 
done without compromising any of 
your main objectives. 

“Lay out a timetable and get in the 
habit of staying with it, at least within 
reason. 

“Use the same amount of realism 
that you would in planning any other 
large-scale operation, and the results 
will live up to your expectations.” 


Records— 


(From page 32) 


with the analyst. Decisions were mack 
on each individual iteny using the re. 
tention schedule as a guide, and per. 
sonal judgments were called on where 
needed. Some 50 odd barrels of ma. 
terial were destroyed and 120 file 
drawers were freed for new material 
between April and June of 1955. 
After the initial cleanup, the analys 
began planning for a new storage area, 
for this was the only long-range solu. 
tion to the multi-faceted records storage 
problems. Several months of proposals 
and counter-proposals elapsed _ before 
the analyst and the Engineering De 
partment settled on a 1285 square foot 
area to be enclosed with concrete 
blocks. The floor was tiled, two com. 
mercial dehumidifiers were installed 
coupled to a humidstat set to maintain 
humidity at 50 per cent or lower. A 
fan was added to draw cool air from 
the adjacent air-conditioned area. The 
total cost of this construction and 
equipment was $5480. 
Simultaneously with the construction 


(To page 81) 


qu 


Economical 
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price, handsome appearance and 
practical usefulness have established the H-O-N 
bookcase as a good office equipment value. Twelve 
different models in a choice of colors. Modular 
construction permits considerable flexibility in 
arrangement. Doors operate with ease on quiet 


ECONOMICAL * HANDSOME e PRACTICAL 
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nylon rollers. You are welcome to our literatutt 
on the complete H-O-N bookcase line. A match- 
ing duplicator cabinet it also available. May we 
show you more on H-O-N? The H-O-N Co. 
Muscatine, Iowa. 
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Turn on today’s Smith-Corona 
Electric, and instantly you see 
one of its many features. Its 
Signal Light gives immediate 
and positive on-off indication. 


The special Keyboard Slope 
and slightly slanted keys give 
unmatched typing comfort. Each 
key cushioned to prevent “flat” 
feeling and give livelier touch. 


All the operating controls are 
grouped efficiently within the 
keyboard area. Result: No waste 
motion, less chance for error, 
and faster, easier, better typing. 


You ned error control 
You need error control 


Exclusive Half Spacing—casiest, 
and simplest method of error 
control, It permits corrections 
without time-consuming (and 
costly) total retyping of a page. 


Every Smith-Corona Electric 
feature is designed to bring you 
the finest possible typing — at 
a speed faster than that of any 
other typewriter in the world. 


SMITH-CORONA ELECTRIC 
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Coming Your Way... 


CHANGING PATTERNS 
IN MARKETING 
AND MERCHANDISING 


A stimulating ROUND TABLE DISCUSSION 
by top industry names on this timely and 
important subject. 


Industry leaders such as Earl Puckett of Allied 
Stores, Inc.—Steve Masters of Masters Discount 
House—Ralph Head of BBDO—Mort Farr of 
Mort Farr, Inc.—Louis Stein of Food Fair Stores 
—J. Gordon Dakins of N.R.M.A.—and others 
will be on hand to really probe into this whole 
merchandising and marketing problem. Kenneth 
Collins will act as moderator. 


Monday, April 14th 
Hotel Roosevelt 
Madison Ave. at 45th Street 
Main Ballroom 


Don’t miss it! For reservations, contact 


ASSOCIATED BUSINESS PUBLICATIONS 


205 East 42nd Street New York 17, N. Y. 
Telephone: MUrray Hill 6-4980 
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_ care of your local Post Office. 


This 
man 
Ss 
looking 
into 
your 
future 


How does it look? Rosy? Free of 
cancer? You hope! But hoping 


isn’t enough. Of every 6 Americans 
who get cancer this year, 3 will die 
because science still has no cure. It 
will take research . . . lots of re- 


search .. . to find that cure. And 
research, let’s face it, takes money. 
Instead of just standing by with 
hope, pitch in and help. Send your 
dollars . . . whatever you can 
afford... to the American 
Cancer Society today. You’ll 
be bringing yourself and 
everyone else that much 
closer to a sure future. Send 
your check to “Cancer” in 


American Cancer Society 
OFFICE MANAGEMEN! 
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Records— 


(From page 78) 


planning, a survey of storage equip- 
ment in other industries was made. 
The most efficient means of storage 
was found to be the open shelving- 
storage box combinations. After check- | 
ing the allotted space, units of 99 

inches high, 42 inches wide and 15 
inches deep, with each unit accommo- 
dating 24 square storage boxes were 
found to be most practical. Seventy of 
these units were lined back-to-back in 
14 rows—five sections to a row with 
three-foot aisles in between. On the 
left-hand wall of the room, racks with 
similar measurements were installed 
and designed especially to hold IBM 
punched card storage boxes. In the 
rear, additional shelving 75 inches 
high, 36 inches wide and 24 inches 
deep was installed to hold miscellane- 
ous material such as large ledgers, 
public relations displays, etc. which 
would not fit in the regular boxes. | 
(Figure 1 shows the layout of the 

area.) Total cost of this shelving in- 

stalled was $1200. 


Indexing system devised 


The Eastern Box Company of Balti- | 


more was contracted to deliver 1500 | 
boxes (15 inches by 12 by 10) as an | 
initial order at a cost of $450 to fit 
on the proposed shelving. This brought 
the total cost of construction and 
equipment to $8030. 


The plan of operation was the next 
problem for the analyst. The only way 
to utilize the storage boxes efficiently 
was to index the material in each box 
in a central system. A base number 
was designated for each row and the 
boxes were numbered in sequence. For 
example, the 31st box in Row 2 would 
be 2031 and so on up. This meant 
that each box with the same sequence 
number was in the same position on 
each row, simplifying the location | 
problem. Each shelf for the punched 
cards was labeled with the title of the 
material and date. For miscellaneous 
storage, the bins in the back were | 
numbered in sequence such as 1A, 2A, 
etc. 

Small Wheeldex files were found to | 
be the simplest method for central in- | 
dexing with a card for each item show- 
ing title, year, department responsible — 


and the destruction date if needed. | 
| 


(To page 94) 
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¢ There’s no more early morning 
“waiting on the mail” when your EI 
office has a PB MailOpener. 


¢ A MailOpener does the job 
perfectly ...saves valuable morning 
minutes, even in a small office. Far 
faster than opening mail by hand- 
and-dagger, it safely, easily trims a 
a hairline edge off any envelope, . 
whatever its size or thickness, or 
stock—fast as you can feed it. 


e Free Trial: Try any of three ee: 
models, hand or electric, in your a 
own office—on your own mail. Just 
phone the nearest Pitney-Bowes 
branch—no obligation. Or write for 
free illustrated booklet. 


FREE: Send for handy desk or wall chart of Postal 
Rates, with parcel post map and zone finder 


os PITNEY-BOWES 
MAILOPENER 


PITNEY- BOWES, INC. 
2968 Walnut Street, Stamford, Conn. 


... originator of the postage meter... 
offices in 107 erties in U.S. and Canada 


can increase your present 
filing capacity by 
almost 200!% 


America’s First and Foremost Shelf Filing System with — > 
more more more 
FILING CAPACITY— RECORD PROTEC- FILING PRODUC- 


Visi-Shelf units are 
available with from 
7 to 10 Openings 
High (or up to the 
ceiling if desired!) 


TION — Patented, 
light weight Doors 
available on all 
Visi-Shelf units! 


TION — Visi-Shelf's 
exclusive ‘Facile 
Guide Pull” pro- 
vides more accur- 
ate filing; quicker 
reference! 


OVER 4,000 VISI-SHELF 
INSTALLATIONS IN ALL 
PHASES OF AMERICAN 
BUSINESS SINCE ITS 
INTRODUCTION A 

FEW YEARS AGO! 


Write today for free 
catalog and name of 
nearest dealer. 


VISI-SHELF FILE, INC. 225 Broadway, Dept. B-4, New York 7, N. Y. 
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NOMA announces schedule for Chicago 


conference and business show 


Organization’ s 39th International Conference, to be held 


next month, will feature panel discussions on philosophy 


of management, communications. self-improvement— 


MORE THAN 1500 executives, rep 
resenting office management from the 


United States, Canada, and foreign 
business, industry and educational 


fields, will participate in a_ three-day 
series of technical conferences at Chi- 
Conrad Hilton Hotel next 
month as part of the 39th International 
Conference of the National Office 
Management Association. 

Scheduled for May 26-28, inclusive, 
the conference sessions will be aug- 
mented by an exhibit of the latest office 
equipment, machinery, furnishings, 
supplies and services. Three floors of 
the hotel, including the Exposition 
Hall, will be used to display the 127 
exhibits. Admission to the National 


&2 


cago’s 


Office Machinery and Equipment Ex- 
position, held from noon until 10 p.m. 
on each of the three days, will be free 
to business executives. Association 
spokesmen expect more than 40,000 
persons to attend. 

Keynote speaker for Monday’s tech- 
nical sessions will be Wade Fetzer, Jr., 
president of the Chicago insurance 
firm of W. A. Alexander & Co. His 
address, “Philosophy of Management,” 
will set the theme for these sessions. 
Jeff Coats, management consultant on 
personnel development from Akron, 
Pa., will highlight the afternoon ses- 
sion. His topic will be “Self Improve- 
ment,” and the importance to business 
and industry of self improvement pro- 


grams in solving existing human rela- 
tions and communications problems. 
At 3 that afternoon, a session uted 
“Are You Normal?”, will 
anecdotal fashion some practical ap 


reveal in 


proaches to reducing office tensions, 
and will explore the normal personal: 
ity, office nerves, criticisms and worries, 
and many other personality related fac- 
tors. Speaker is Dr. Cylvia Sorkin, 
management consultant, and noted 
lecturer from St. Louis. 

Dr. Arthur Secord, director ot com: 
munity service and professor of speech. 
Brooklyn College, Brooklyn. N. Y- 
will cover “Reducing Costs With Et 
fective Employee Communications” i? 
Tuesday's program. Concurrently, 
Allan H. Mogensen, Lake Placid. 
N. Y., one of the nation’s leading per 
sonnel efficiency authorities, will con 
duct a session on “Work Simplitice- 
tion.” 

T. A. Duckworth, secretary of Em 
ployers Mutual Insurance Co., Wav 
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“We aimed ‘T'wo 


4 c™ 
ps at 


Paperwork Problems” 


says HUBERT F. CRAWLEY, Controller, 
Spencer Chemical Co., Kansas City, Missouri 


“When we first looked at Integrated Data Process- 
ing it was apparent that here was a way to give 
our customers unusually fast service ... and cut 
our paperwork costs at the same time. But we also 
realized that to develop a successful system of 
I D P would take considerable study and skill. 
That is why we supplemented our own activities 
with the assistance of Standard Register specialists 
... including use of Standard’s I D P Workshop 
facilities. By so doing we aimed, not just one, but 
two barrels at our paperwork problem.” 

Your company, too, will find it helpful to invite 
Standard Register to participate in your systems 
and procedures planning. 

Whether it’s a single, cost-cutting form applica- 
tion or the development of an I D P system, Stand- 
ard Register offers you valuable assistance. Your 
local representative . . . backed by staff consultants 
and system analysts, form designers and data proc- 
essing specialists . . . contributes tested ideas and 
technical know-how accumulated from broad ex- 
perience in serving many companies. Make him 
your man on forms and form-processing questions. 


Read how Spencer Chemical proc- 


esses orders and bills customers 
with new speed and accuracy—at 
lower clerical cost. Write for the 
complete I D P system story. 


THE STANDARD REGISTER CO., DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIF. 
Sales and Service Offices in Principal Cities 
Plants at Dayton; Oakland and Glendale, Calif.; York, Pa.; 
and Fayetteville, Ark. 


Associates: R. L. Crain Limited, Ottawa, Ontario, Canada e W.H. Smith & Son 
(Alacra) Ltd., London, England « Gemah Formas Continuas, Caracas, Venezuela 
*Impresora Ariel, S. A., Havana, Cuba e Sten Dablander, Stockholm, Sweden. 


APRIL 1958 Use Readers’ 


Inquiry Coupon on Page 


83 


4 “a |e ae - eee LS —. . iW = "oS = i eae = 
: ; a ’ : : ae eats Pea a}. q ig. wa a Chae By - me i ileal if 
Be a. .< Ss 3 a lll : ‘ a0 | Oe 7 se fs ae: a , 1] eam By eeta> ee ee = 
Ki . a 
s ,* z A ee ai % 
Nd Sf * Pe)... : A 
Prod o OC > 2 "a S A te ; = 
o 4 , q Oe gees a .. > i | s 
¥ KX @ A “ee ag ae ; Px 
4 v e Oe cee ~ - ce é. fin 
~ . ia . : 
¢ ws Pf “ 2 \ Poh 00659) s is 4 
\ a se rk g DS — 
x “ tf “A. ; — ‘ . — a, 
« ; . oe o Se = f . toe.” ’ Reo 
, oy” x a iz oe ee : : + 
4 4 x “AS +y en ee : : t 
* A . - Ree ‘ E 
V\ 2X O72 y 8 : we an” eo 2 j 
NA he “ —— i : ee 
- . * > “s Be. y ee 
%>. Pus Soe eee ea. 
“ « = =e : 
, r | a pate #0. ” ene as Be a eee 
i , w — sae x * Nth. ? —= * PRs 5 4 .: ena 
eM ‘et 7 Sos ee ae. 
5 a! - - Tame « Vee # 
a eg roe Ga. RN sts ‘Sy : 
eA Be ae the ge © a =e 
come eto, ee ae ee a man 6 —— fk ae 
pp a S nd a Cease < 
; oe eo aes ae ae “nae Se eee aa 
—_— & % fe fy E | eS aN we af 4 
© Loe ¥ ~ # J : .| oo A. wae \ rn ie - te 
i 2 ——_ ‘ pws 23 - cs age a“ — 4 *8 et ed b ding 
: Brea ee so nn ee = 
id we ee ea 4 ; és is es oy on og Et Meta ae. 
“44 - fle pons ~~ a. a . Tia : Piccss : ss we 
. 5g ‘ ‘ . - Soe ee i 7 Ze 
eq; | a ; A. we SEE ie, eee P Hv 
s ings es oo a = ane 
ee Fa : eo . i 2. bee ey ns | ‘ 1, 
; ee roe ae, ~. ee at ? +L 
‘, : eee lll ef ae 7 -~ 
- a as I fi _ 
7 a ee 7 re - 
% < —- = 7 a 
. mas e 4 _” ~ —~ offmae ee by ; 
‘A a ~ ae > ae 
Po ee | SS —— % c 
F ee eee LoS age oe" be : : 
) oa 3 Ee oe 5 - et ee - ‘, ; F 
ott Ti a ' we . eae — a ; 
—_ a ue tte =F : e ke e4 
= we ie . ~ ite a 
ae ae ae Z ge wae + Pe 2 
ina 3 : ar ® i, Sous ‘ 3 2 
e : ; a). ae * ee + . 
Bs oe Fa — di ae ee : 1 
eh os ek . > eae i : tg 
S aaa ME 
em & ‘ OO hn eee a ; ae 2 
% y (en b. J 
: : ee ie Peltor. e Tee ae a 
y ‘ mS —— y. es ae P. J 
‘ oe, i CO = a A -,- 
1 . ag zs. 
a ‘ ' os me. 
a ‘ oi ere 
se ‘ . wig 2 
ee ca Ri ° 
ay es et f we : es 
ee $, x 4 ‘ $3 ie 
ee % Z, 2% es: res ~ & 
2 Es ae ., oe 
ee: oie “Y “i es » ; 
Y pommel Be % ; d 
ae 4 “ee ee ‘ ‘ee f ‘ 
2 * “ Fa” iho 
es se — ” : a 6 ee 
ee _ - * “a : aa s 
* < x , 6 ok ie P ee 
eee ~ — " “ e sy 
ae ., , BA 6g : : 
bia sll tA is a Pan oe 7 
oe . Pgs 
Ss meet aa ok 7 
ca a ; rs hae - . 
¢; f Ea i 
neh oo ee hia co My ‘ e 
Bs. 38 ri es far ns A oo 
aren Lo et : & ae Sag ‘ co 
- wt * - : Lae ee oh ; 
See eet i. NE PMG ees legs fs ee a 
eg Bet “ae A, poe Ss i 
ey Yd 5 <2 =. “ < ‘ 
bee gene df oe * 4 ¥ 
ee +. % sit alee re ae 
andard Register = (tt ? 
” Z Td : k 
PAPERWORK SIMPLIFICATION = ee et i. 
. am 4 es, oe 
Al 3 A " ‘ a 
Business Forms Pea : 
ee Riise oper eae ¢ . ; . 
fad 
nn = ' 
™ a 
; eS 
a i. oa ae a. i Sil es ae lithe ee SS a. ae, i ar 
RM alli so: SA - ca “a ‘ Teel | vale ¥ Pte TR ee ‘ie ee ’ A 
&. by ale, “La ees oA 3/1 = = oad Se ee ee ny *G . 


sau, Wis., will speak on “Office Prob- 


Fi w : lems,” with particular emphasis placed 
Cnwies _ on planned development of office work- 
ers, the employer’s relationship, et al. 

| At the same time, an audience partici- 

/ | pation experiment in “Effective Crea- 

a ear | tive Thinking” will be conducted by 

| Dr. B. B. Goldner, professor of Indus- 


LaSalle College, Philadelphia, 
FOR RECORD STORAGE a prin a rt dee thinking 
| mechanisms. 

With LIBERTY BOXES 


Expert panel on program 


An hour-and-a-half panel discussion, 
beginning at 9:30 a.m., Wednesday, 
will explore the subject of “The White 
Collar Worker’s Place in Today’s Econ- 
omy,” covering office unionization, 
salaries, fringe benefits, and other im- 
portant office topics. A “surprise” 
panel of management experts has been 


a ie Keep inactive records safe, clean and selected to provide additional discus- 
- ve neat with Liberty Storage Boxes. You'll sion on these subjects. 


ye find them sturdily built...and so eco- é , a 
y, nomical. The cost of a Liberty Box over Dr. Norman Vincent Peale, spiritual] 
re ten-year period figures out at just leader, author and speaker, will ad- 
pennies ayear! Write today for free d h al B: “Tech 
' catalog—find, out how Liberty Boxes ress the Annua Ps Se 
| canhelpyoulowerrecord storage costs. niques of Effective Living” on Tues- 
. Sold by stationers and office equipment day evening. On the Sunday preceding 


dealers from cost to coast. the technical sessions, Frank D. Hurt, 
BANKERS BOX CO dept. om NOMA national director, will hold a 
2607 North 25th Avenue «+ Franklin Park, Illinois f Es 
t Mia 2 meeting at 2 p.m. with Chapter officers 


eases a eyes 
...cuts errors! 


This automatic numbering 


time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, o 
too! 6 or 7-wheel capacity 


aloe || Be “RIP-PROOF” 


machine prints big 7” high PRO) © E 
figures on filing jackets, Binding Edges Reinforced With 


and members to discuss Chapter activi- 
ties. A tea for NOMA wives and 
guests is scheduled for 3 p.m. that 
afternoon. Sunday evening at 6:30 
will be given over to the Chapter Pres- 
ident’s dinner, at which many radio 
and tv personalities will furnish the 
entertainment highlights of the confer- 
ence. 

Fred A. Schultz, international vice 
president, will preside at the Annual 
Luncheon, which will conclude the 
conference. Various prizes will be 
awarded to winners who have attended 
the entire three day affair. 

Persons wishing to register may con- 
tact NOMA headquarters at 1931 Old 
York Rd., Willow Grove, Pa., for ad- 
vance registration and hotel reserva- 
tions. 

Descriptions of some of the prod- 
ucts or systems to be introduced at the 
Exposition by major equipment man- 
ufacturers follow. 


Special purpose office machines— 
American Automatic Typewriter 
, Chicago, will present its Auto- 

Typist system for recording up to 250 

lines of copy, and automatic selection 

of up to 50 five-line paragraphs for 
automatic typing jobs. 


i] Prevents Punched Holes from 


Wearing, Tearing, Ripping, 
Pulling Through! © 


INDEX SHEETS 


Dupont’s MYLAR*, The Tough- 
est of Plastic Films! 


@ Triples The Life Of The Ring 


Binder Holes 
[Y, @ Is Thinner, Less Bulky 


@ Costs No More Than Metal 


J 


. .. consecutive, duplicate, 


* Dupont's Registered Trade Mark for its Polyester Film 


or Cloth Reinforcement 


repeat action. 
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old fashioned style of 


Sales Offices NEW YORK e CHICAGO « SAN FRANCISCO « MONTREAL INDEXES 
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| TESTS PROVE 2 TO 5 TIMES MORE STRENGTH In 5026 tests made, the 


cloth, pulled through the rings at 6 to 14 Ibs. pressure whereas, RIP- 
PROOF Indexes required 28 to 34 Ibs 


& CO., Incorporated ited 28 to 34 Ibs. 
216 Nichols Ave. ye io _ oo or Write Dept. 22 for FREE SAMPLES 
Brooklyn 8, N.Y. 


Index, with reinforcement of paper, metal or 


426 S. Clinton Street, Chicago 7, Ill. 


Plants in Chicago, New York, California’ 
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From speed and precision to economy and widest useful- 
ness, these masterful new duplicators anticipate every 
business need. Any operator turns out 120 bright copies 
aminute, up to 300 copies per master, and on short runs 
the master may be filed and re-used until entire dye de- 
posit is exhausted. @) ‘‘Magic’’ Copy Control meters the 
correct fluid flow for all-over brightness of any size copy 
...Fingertip adjustment registers master-to-copy instantly 


Ditto of Canada 


5 
My 


3 NEW DITTO DUPLICATORS 


MAKE QUICKEST, SHARPEST, LOWEST-COST COPIES 
of anything you write, type, draw or trace ona DITTO Master 
‘to 9”"x 14"...1to 5 colors at once 


...Copies are delivered face-up, flat and dry. @ If block- 
outs are used they attach instantly to the slotted drum. 
Stainless steel parts resist wear and corrosion. @) Fluid 
level indicator, and copy counter, keep constant auto- 
matic check on operation...and the handsome gray 
and green finish is pleasant to see and work with! 

Use the coupon, get samples of work, see a demonstra- 
tion in your office on your own work. 


low-priced—hand operated 
DITTO D-20 


...and here, reversing the price trend, is the new precision- 
built DITTO D-20. Priced so low that now every office can have 
one, can fully enjoy the administrative advantages of fine 
DITTO duplication. Makes up to 300 bright copies of anything 
you write, draw, type or trace on a DITTO Master...... 
card or paper stock 3” x 5” to 9” x 14”...in 1 to 5 colors at 
once...at 120 copies a minute...up to 300 copies per 
master. ‘‘Magic’’ Copy Control meters correct fluid flow for 
all-over brightness of any size copy...wear and corrosion- 
resistant stainless steel parts...quiet, balanced operation. Use 
coupon for work samples, see demonstration in your office. = 


* eT Aig 


DITTO, Inc., 6898McCormick Rd., Chicago 45, Ill. 


, Ltd., Toronto, Ontario 


Ditto (Britain) Ltd., 126/128 New King’s Rd., Fulham, London, S.W. 6, England 
Please send me samples duplicated on the new DITTO (©) D-30 ( D-31 O D-20 
0 Arrange demonstration of the machine I've checked above 


Name, Title 
a 
Firm 


Address 


Your Single Source of Everything in Duplication City 


Zone____State/Prov. 
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> Gives Graphic Picture of Your Operations 


—Spotlighted by Color 


sy Facts at a glance — Saves Time, Saves 


Money, Prevents Errors 
Simple to operate—Type or Write on 
Cards, Snap in Grooves 


sx Ideal for Production, Traffic, Inventory, 


Scheduling, Sales, Etc. 


Made of Metal, Compact and Attractive. 


Over 250,000 in Use 


You Get Things Done With — 
Boardmaster Visual Control 


Burroughs Corp., Detroit, will show 
a new system for capital stock transfer 
control. Sensimatic-to-Card machinery 
simultaneously posts shareholders’ led- 
gers, compiles a journal and prepares 
data tab cards. Incorrect pick-ups are 
rejected, and new balances computed 
and printed automatically. 

Collamatic Corp., Wayne, N. J., will 
show a new electric collator that auto- 
matically delivers collated sets at the 
pre-selected rate of 5-50 sets a minute. 

Comptometer Corp., Chicago, will 
show new ideas for preparing raw 
data for tape processing, a new port- 
able dictating machine, and 1o-key 
tape listing machine. 

Heller Roberts Mfg. Co., Brooklyn, 
will display a new automatic number 
printing machine, and an_ electrical 
mechanism to record receipt of pay- 
ment on postcard type bills used 
with punched card tabulating systems. 
Prints numbers up to 999,000. 

Minnesota Mining and Mfg. Co., St. 


Paul, will show a new machine that 
automatically prints enlargements for 
microfilm files. 


Complete price $qg5o including cards 


FREE | *°*Sirshour Obligation © 


Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd S+. @ New York 36, N. Y. 


Specialized services, supplies— 
Airkem, Inc., New York, will intro- 
duce its air purifying installations to 


rid offices of objectionable tobacco 
smoke and other odors. 

Automatic Electric Co., Northlake. 
Ill., will display its in-plant business 
telephone systems. 

Fototype, Inc., Chicago, will shoy 
its stretchable paper for preparing 
“justified” copy without retyping, 
Fototype alphabets for copy-setting, and 
a correction fluid which makes typing 
erasures unnecessary. 

The Ebco Mfg. Co., Columbus, 0, 
will show its newest pressure type dis. 
penser cabinet for hot and cold bevy. 
erages, and a line of water coolers. 

General Binding Corp., Chicago, 
will show plastic bindings for 114", 
14", 2” diameters. 

Maher Records Binding Co., Chi- 
cago, will display its bookbinding serv- 
ice for office records. 

Manpower, Inc., Milwaukee, will 
introduce its merchandising _ services 
available through 140 district offices. 

The Mosler Safe Co., New York, 
will show its new electronic safe alarm 
system and its Revo-File featuring 
single switch power control. 

Weber Marking System, Mount 
Prospect, Ill., will show a new line of 
letter and legal-size continuous form 


(To page 89) 


First cuorce FOR YOUR 
mrtscellaneots FILING 


This Expanding File contains 21 
pockets, indexed by alphabet — < 
Sw, 


| CarALoGs 


\ 


Leather-Like Material finish is long- 
wearing and beautiful . . . unaffected 
by perspiration or by humidity .. . 
can be washed clean . . . outwears 
ordinary wallet stock. 


This Smead expanding file comes 
in the following sizes: 
Draft size—10% x 4% in. 
Statement size—93% x 72 in. 
Note size—11'2 x 6 in. 
Letter size—12 x 10 in. 

Legal size—15 x 10 in. 


CLOTH REINFORCED 

GUSSETS 

@ FRONTS AND BACKS 
REINFORCED WITH 
EXTRA HEAVY BOARD 

@ CUTOUT TAB STYLE 
INDEX 

@ WITH OR WITHOUT 

FLAP 


See these files at your Stationer! 


| 
THE SMEAD MANUFACTURING CO. — 
HASTINGS, MINN.—LOGAN, OHIO- oy | 
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The Business Game goes smoothly 
when moves are signalled by 


WERT 


- \ Gr affc O. | 


SIGNAL 
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In regular 100-Pack. And in handy 
20-Pack Plastic Boxes. 
GEORGE B. GRAFF COMPANY 
, 54 Washburn Ave., Cambridge 40, Mass. 
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E MENT 


Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their work. Without using carbon paper 
oreven any carbonization, this amazing 
paper makes perfect copies of sales slips, 
livoices, premium notices, stock requisi- 
tions—any one of hundreds of applica- 
tons where clean, clear copies are needed. 
Non-smearing NCR Paper, perfected 
y the research laboratories of The Na- 
tional Cash Register Company, elimi- 
lates smudging of copies or fingers and 


ANOTHER PRODUCT OF 
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BUSINESS 
WITHOUT CARBONS 


NCR PAPER DOES IT!... produces cleaner, clearer copies 


apones® 


ano 8TH 


SO ae 
i a ae 


is easy to handle because it requires no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ball-point pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 
together several forms. Copies are ob- 
tained from hand written or business 
machine or typewriter forms. Finished 
copies are always neat and clean, easy 
to read. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, onio 


989 OFFICES 


IN 94 COUNTRIES 


Use Readers’ Inquiry Coupon on Page 100 


Have your forms printed on NCR Paper 
by your present forms supplier. You'll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, cleaner copies in less time! Phone 
your present forms supplier, to- GLI 
day, for further information.  ‘ : 


*TRADE MARK REG. U.S, PAT. OFF. 


OWaltonal 


NCR PAPER AND SUPPLIES 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


‘ | 


87 


i 
“< 
~s 


ae ee ES Cay 1 et = Se 
= =. Bie ot mS ae : . i es aoe = a 7 _ 
gical | | — aa f eae «ae eS 
| wry, FIFTY, Bs, 
p Feel STOmetA AVE ae - a a x 
—— . gnc == Omen ae ENUE as, ee & 
ne ail oRndEY on? . / wp att s 1 &ate 
ee we 1044 ~ _< OQ. 1000. i ae x ¢ a Re bly 
hal eee > Se . 4 as 
J ne is — =" <2 "00 wane TT Roe 5 — -. 
ron NOs oer x5 5 —— Rent ti 2S 
Cee es STM ave = o. ae. = 
—- Pay Sed _ -Reearbon required Se 
Per ee Ml CUSTow, i: hie a 
— aS Cory er (Vf C ft, es 
coos ANY ony nie ge ite > ae ai. She 
NG TRUSS ComP OW via ry a . Prange : 
thw FoR me . * Pye NS a 
invt ae SARs T= Mice Pai Ps a 4 
~~ —~| . "AID he 
a) CW NLSSEESSSSSE ES 
witrost ~~ “ARG, oh = ae 
™ we ma ae a 7 3 Pts ty. 
om; |”. ig a —saeee = 
= se algg ae —— ise 
i tien Fal” SS et oo 3 
_ = tas tans ee 1 a = 
| " \ ABs aT canst |S 4 
\—_ ——- pe 
é \ ae a Si ale 
7  - ia jw] = : . 
A re =a — a «©, une 3, 
FL = ee &: 
; Noe ~ te te sa gga =<. ae 
: ee * ; if wa Cveeane, See . 
ee. i in ° b Sy aes! ie | Sz | 
% ge S Pa  — ee =a — i Oe > ee 
ees: a te a fe bag Pea. os ° it, 
ES Be i roe € 33 . = . 
~ ) Se aS M Zeacxe” . s 
- : — a >. MERCHANDISE CLAI ~——nnee® . 
as oa} aa rf “ao a el 10 your 
' y . ve aes fs oil f. eee ee gl account 
os vy * i : pa y , 7 a fi a our eet ie : 
ee ae. Kh — _ Bo 
: “i : - aa ee 3 - nel aor 7 
5S 7 Se. i : as " $ — nee evorce OFF 3 3 
: apones® ean, — = 
\ $= 1) ; 
“ . REE SSE Se | | 
~ : 
re | 
- “ . 
\sile ; 
yemns 
<a ‘ % 
4 ‘ee 
4 I e 
4 : 
“J 7 
e oe Pe , . 
a 
¥ 
ee { 2 
q Pi 
eee | OE = 
ee _ a — 
. y oo 
' = s 
Me 2s Ee ne \ eee ooh a he 
at ee: ae Ae cial f oS 


5II 
Filis 
A 
will 
equi 
visib 
line 


visit 


G. ALLAN MacNAMARA 


ie Portrait by Fabian Bache UP t 
a i (4A 9 Ill., 
eye IT’S AGAIN FASHIONABLE TO BE THRIFTY—_ | « 

; 12 
and 69% of our Soo Line employees are a 
; : : 9 
3 saving regularly through the Payroll Savings Plan hy 
unit: 
6,00 
“It’s again fashionable to be thrifty, and it is reassuring Today there are more Payroll savers than ever before) "" 
to note that 69% of our employees on the Soo Line are in peacetime. If employee participation in your Payroll whi 
making regular purchases of U. S. Savings Bonds. Infla- Savings Plan is less than 50% . . . or if your employees do . 
5 tion is a complex thing, but here is a simple, direct step not now have the opportunity to build for their future res 
cay 6 every one of us can take to help control the rising price through the systematic purchase of U. S. Savings Bonds, aa 
spiral. Our recent company-wide campaign has proved your State Director will welcome an opportunity to up t 
that employees want to and will practice thrift by buy- help. His experience is yours, in setting up a Payroll R 
ing U. S. Savings Bonds.” Savings Plan or in building up enrollment in one already } ;, : 
G. ALLAN MacNAMARA, President, existing. Look up your State Director in the phone book. | o,,_ 
Soo Line Railroad Or write: Savings Bonds Division, U. S. Treasury Dept. } head 
Individual savings are the bedrock of a sound economy. Washington, D. C. i 


pe 
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THE U.S. GOVERNMENT DOES NOT PAY FOR THIS ADVERTISEMENT. THE TREASURY DEPARTMENT THANKS, FOR THEIR PATRIOTISM, THE ADVERTISING COUNCIL AND THe DONOR ABOVE Prog 
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(From page 86) 


sencils designed for pin _ feeding 
through 9 automatic tabulating ma- 
chines, new carbon back Tab-On sten- 
dls that standardize shipping, receiv- 
ing and inventory by integrating ware- 
house operations with general office 


paperwork. 


Photocopying Equipment— 

Copease Corp., New York, will 
demonstrate a line of photocopying 
equipment featuring copy paper that 
makes two copies from every negative 
with no change of paper, developer or 
dial settings. 

The Haloid Co., Rochester, will 
demonstrate a new model of its auto- 
matic dry process, continuous printers 
using the xerography process. 

Hunter Photo-Copyist, Inc., Chicago, 
will show a new line of matte surface 
photocopying paper, with fast expo- 
sure, extreme contrast features, and its 
25:1b. “Club” photocopier. 


Filing Equipment, Services— 

Acme Visible Records, Crozet, Va., 
will present several new types of filing 
equipment, including a vertical file, 
visible record system, double or single- 
line reference record forms, and a new 
visible-record filing cabinet for cards 
up to 12” in height. 

Bankers Box Co., Franklin Park, 
Ill, will display its new Tandem stor- 
age file for housing two 15” x 10” x 
12” letter-legal trays in a single shell, 
one in back of the other. 

Diebold, Inc., Canton, O., will dis- 
play a new concept in rotary filing 
units offering motorized selection from 
6,000 to 60,000 records by dialing selec- 
tions, as well as open shelf filing units 
which may be stacked building-block 
fashion. 

Plan Hold Corp., South Gate, Calif., 
features a wall mounted bracket for 
vertical filing of single large sheets on 
up to 96 aluminum hangers, 

Ramsey Co., Philadelphia, will show 
its movable filing cabinets which roll 
on 24 rollers suspended from over- 
head rail, as well as stationary type 
hling cabinets. 

Record Controls, Inc., Chicago, will 
describe services as follows: Setting up 
wordinated indexes, week-end installa- 
tion of terminal digit filing systems, 
itraining programs for personnel. 
Duplicating Equipment— 

Charles Bruning Co., Inc., Mount 
Prospect, Ill., will display its new diazo 
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duplicating equipment, erasing ma- 


chines for offices, plus other mechan- 


isms for photocopying work. 

Ditto, Inc., Chicago, will display 
three new models of hand and electric 
duplicating machines. 

Duplicopy Co., Chicago, will show 
its line of spirit duplicating equipment 
with “Magic Fluid Flow.” 

Robertson Photo-mechanix, Inc., 


Chicago, will show latest equipment 


for making offset plates for small 
printing presses, available in desk and 
floor models. 

Van W. Evans & Co., Chicago, will 
display a new type of spirit duplicator 


with automatic feeding feature and 
foot pedal control. 


Adding Machines— 

Addo X Sales Corp., Oak Park, IIl., 
will display its all new automatic mul- 
tiplier for high speed calculation, 

Marchant Calculators, Inc., Oakland, 
Calif., will display its new 1o0-key, 
high speed adding machine which fea- 
tures single stroke automatic totals and 
sub-totals, automatic true credit bal 
ance, direct subtraction at touch of a 
live key, two-color printing, 1o-column 
listing with 11-column total. 


(To page 92) 
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Our budget nearly went up in smoke 
(Until Mary brought in the Osmefan) 


Nothing galls our Financial V.P. like 
the smell of a strong cigar. Recently, 
while reviewing our budget, I made the 
mistake of lighting up my favorite 
Havana. The V.P. took a deep breath, 
gagged, and our budget and three 
months work nearly went up in smoke. 

But Mary, my wonderful secretary, 
in her usual efficient manner, quickly 
brought the problem under control. 
She slipped into my office with the 
Airkem Osmefan that we normally use 
in the file room to get rid of stuffy 
odors. She plugged it in and in no time 


ness, stuffiness or other office odors are 
tainting the air around you. it’s time 
you called your Airkem representa- 
tive. He specializes in making the in- 
door air pleasant, clean-smelling and 
easy-to-work in. Countless firms use 
Airkem in both air conditioned and 
non-air conditioned areas such as 
board rooms, offices, file rooms, eat- 
ing places, sales floors and restrooms. 
Other Airkem products will help pro- 
tect your personnel from infectious 
disease while keeping your business 
area clean and bright. 


at all the room was smelling clean 
and fresh. The V.P. relaxed and 
we got our budget. 

If cigar or cigarette smoke, musti- 


Specialists in Odor Control | 


Use Readers’ Inquiry 


AIRKEM, INC. Cues 
241 East 44th Street, New York 17, N. Y. 


Please send me information on Airkem Services 


Name 


Title 


Company 


Address 


City Zone State 
Coupon on Page 100 2° 
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Mrs. Joseph H. Steer examines her employer’s copy of - ++ Which appeared in the magazine. (Above) Mrs. Steer 
Office Management before submitting winning entry in and her boss, John C. Layton, look at advertising dis 
Eastman Kodak’s “Tell the Boss” advertising contest . . . play. Her answer to the question, “And just how ., . 


Read Office Management—and see the nation! 


“Tell the Boss” contest winner uses magazine’s ad for entry blank— 


dacs ee BS 


. +. could a Kodak Verifax Copier help us, Miss Jones,” won for the Arlington, Va. secretary (shown here with 
husband and daughter Nancy) a two-week expense-paid trip to Miami. About 23,000 persons entered contest. 
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Even the wastebasket can go — there’s one inside this desk 


How to be a “clean desk” man 


Take a good look around your office tomorrow and 
see all the clutter on top of desks. A lot of valuable 
space and time are being lost there. 
These same desk workers could get more done if 
they sat at new Shaw- Walker “‘Clutter-Proof” Desks. 
Fully 75% of the things that drift around on 
other desks have a specific place inside this desk. 


COCR R OOOO E EEE E EEE E EEE SEES EEE EEE ET EEE SEES EEE E EES EOE EE HE NESSES EEESEEEEEEEEEEEEE SESE SEES 


New “Clutter-Proof"’ Desk has ingenious 
ability to lend a hand to a man at his work 


CORO e eee eee EEE EEE EEE HEHE SESE SES EEEEESEEESES ESE EEE EEEE SES ESESEEEEE SEES EESEEHEEESEEEEES 


In the organized drawers there are 
off-the-desk trays for incoming, out- 
going and pending letters, off-the-desk 
space for work organizers, work sepa- 
rators, deferred projects, tickler, 
binders, books, pads, forms, card lists. 
And imagine this—there’s even an in-drawer waste- 
basket and in-drawer phone! 

With a Shaw-Walker ‘‘Clutter-Proof’’ Desk 
usable working space on the desk is actually doubled. 

See these new ‘‘Clutter-Proof’’ Desks at our 
branch or dealer store, or write Shaw-Walker, 
Muskegon 77, Mich. for our 252-page Office Guide. 


Peeeeeeeereeee 


Largest Exclusive Makers of Office Equipment 
HAW- ALKER Muskegon 77, Mich. Representatives Everywhere 
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“2 An. installation of Barkley Tab File 
Guides will increase efficiency in your 
office and free office personnel for } 
- more important tasks. i 
Files are quickly found 
—when you want them 
—for each Barkley Tab | 
is angled and magni- 
fied for greater read- 
at-a-glance visibility 
throughout the files. So durable they 
last through years of constant use! 
Put Barkley Tab File Guides on your | 
supply list . .. TODAY! 
At leading stationers 


ro. L. ARKLEY & C 
be Rae: Cea Races Tae e iby 
Dept. OM, 1220 Van Buren St., Chicago 7 


HANDY 


BINDER 
FOR 
"OFFICE MANAGEMENT” 


Protect your 
copies of OF- 
FICE MAN- 
AGEMENT 
with these mod- 
ern Vulcan Bin- 
ders! Each bin- 
der holds _ six 
monthly issues 
and the annual 
YEARBOOK 
issue of OFFICE 
MANAGE- 
MENT. Binders 
are made of 
heavy-weight 
board and are covered with dark blue. 
drill quality, imitation leather stamped 
in gold foil as illustrated. Backbone 
panel gives space for labeling volume 
and year. Individual wires hold each issue 
securely, make insertion easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for M E tives 


212 Fifth Avenue, New York 10, N. Y. 
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NOMA— 
(From page 89) 


Recording, Transcribing Equipment— 
DeJur-Amsco Co., Long Island City, 
N. Y., will reveal an improved model 
of the DeJur-Grundig Stenorette, desk 
type dictating-transcribing machine. 

Gray Audograph Co., Chicago, will 
present its Keynoter, 5% lb. book size 
transistorized recorder, and other re- 
mote control recording equipment. 

Griswold & Co., Chicago, will show 
the Stenocord combination dictating- 
transcribing machine with magnetic 
belt, featuring a new, improved, finger- 
tip control and foot pedal for tran- 
scribers. 

Pierce Dictation Systems, Chicago, 
will demonstrate its Pel-Vac dictating 
equipment, a foot-controlled desk mod- 
el microphone, and a battery-operated 
portable dictating machine with mag- 
netic belts. 


Office Furniture— 

All-Steel Equipment Inc., Aurora, 
Ill., will display latest types of furni- 
ture, desks, chairs, cabinets, etc., for 
the executive office. 

Hamilton Mfg. Co., Columbus, Ind., 
will show its newest “Director” series 
of adjustable posture chairs and other 
office furniture. 

The Shaw-Walker Co., Muskegon, 
Mich., will display 30 pieces of office 
furniture including executive desks 
| with g work organizing innovations, 
| file desks for Flexowriter work stations, 
and other latest work platform furnish- 


_ ings. 
| 
Other Exhibitors 


| A & B Dictating Machine Co. 
Addressograph-Multigraph Corp. 

| American Photocopy Equipment Co. 
Arndt Associates 

| Art Metal Construction Co. 

| Beveo-Precision Mfg. Co. 

| The Bircher Co. Inc. 

E. W. Boehm Co. 

Bohn Duplicator Corp. 

Boom Electric Corp. 

Browne-Morse Co. 

B. H. Bunn Co. 

Carson Pirie Scott & Co. 

Central Typewriter Exchange, Ine. 

| Chart-Pak, Ine. 

| Chicago Dictating Machine Co. 

| The Cincinnati Time Recorder Co. 

| Clary Corp. 

|S. K. Culver Co. 

| Cummins-Chicago Corp. 

| Davidson Corp. 

| The Denominator Co., Inc. 

| Desks, Inc. 
A. B. Dick Co. 

| Dictaphone Corp. 


Use Readers’ Inquiry Coupon on Page 100 


The Joseph Dixon Crucible Co. 

Domore Chair Co. 

Eastman Kodak Stores Co. 

Thomas A. Edison Inc., MeGraw- 
Edison Co. 

Elbe File & Binder Co., Inc. 

The Elliott Addressing Machine Co, 

Encyclopaedia Britannica 

The Esterbrook Pen Co. 

Evans Specialty Co., Inc. 

Friden Calculating Machine Agency 

The General Fireproofing Co. 

Gestetner Duplicator Corp. 

Geyer-McAllister Publications 

The Globe-Wernicke Co. 

The Heyer Corp. 

Lee F. Kollie Associates, Inc. 

Lang Equipment Sales Co. 

Magna-Dex Sales of Chicago 

Marshall Field & Co., Contract Div, 

Master Addresser Co. 

May & Speh Tabulating Service Ine, 

Monroe Calculating Machine Co., Ine. 


When there’s a va 
for a higher-paid priv 
secretary's job in yor 
office — will you get 


phy and typing — andj 
you consistently use 
A.W.FABER ERASERST 
With this pencil-shapé 
white-polished beauty )¥ 
erase without a_ tri 
Whoosh—mistakes ~ 
pear as you remove 
single letter without mé C 
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_ © ring surrounding a 
4 © Pick up a few at yo 
one [ Stationers today. 

“ a Which point 

3 3 do you prefer? 

3 1 MEDIUM or AVERAGE | 
gr] | THIN or BLUNT 

> 

3 ERASERSTIK gives 


5 


i 
BR 
N 


you your choice 


With brush 20¢ 

Without brush 10¢ 
7099 and 7099B gray # 
| utility ERaserSrix for pe 
Wi} ink or typewriting. 
e 7066 and 70668 for ‘i 
ar] who prefer a soft, red {iJ 
writer eraser. 
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A.W. Faber-Castell Pencil Co. 
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Exciting 
New 


ncil-shape 
i beauty )" 
tan 
takes dis 
- remove 
> 4 | 
iter) CHAIR ENSEMBLE 
ew at J 
Jay. Designed for today’s office decor. See 
point ENSEMBLE at your Cramer dealer's 
orofert now! Over 100 different color and makes the clearest impression 

fabric combinations, including Nauga- | 
AVERAGE hyde. Designed to go with each other Nylon ribbon puts a fast end to fuzzy impressions. Stays fresh 
SLUNT and with steel or wood desks. far longer. Doesn't get chewed to bits. For electric or manual 
IK gives machines, it’s the quickest way to improve typing. We invite you 
- choice | to see for yourself. For free sample write to “Dept. O” on your 

AIRFLOW own letterhead, giving your title as well as machine name and 
ish se model. You'll discover why America’s leading manufacturers of 
i e typewriter ribbon use nylon fabric woven by Burlington... 
9B gray * . , : 
rik for pe America’s #1 producer of synthetic industrial fabrics. 
ies, | STANDARD OF THE = 
6B for th OFFICE SET Burlington 
ote uril Re f 
CRAM ER POSTURE CHAIR co. INC. | A MEMBER OF BURLINGTON INDUSTRIES industrial fabrics co. . > 

Newark 3,%) 625 Adams Street ° Kansas City, Kansas | 1400 BROADWAY, NEW YORK 18, ¢**WOVEN INTO THE INDUSTRIAL LIFE OF AMERICA" 
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SATELLITE 


center line writing 
payroll 
,’ system 


Wa 
a@m fastest 
truly 
Mas oe one- 
=" writing 


— 


system 
2 yet 
devised! 


ies 


Prepares payrolls faster than ever before 
possible . . . with one writing. Advant- 
ages so new .. . so revolutionary ... so 
different, we're releasing it mont’s 
ahead of schedule. Write for Satellite 
details today! 


Send for Free Multi-Rite Catalog, 
A Handbook of Pegboard Accounting 


THE C. E. SHEPPARD CO. 


ESTABLISHED 1900 
44-10 21st St., Long Island City 1, N. Y. 


The Mullen Co. 

National Blank Book Co. 

The National Cash Register Co. 

NuAre Company, Ine. 

Office Equipment Co. of Chicago 

Office Management Assoc. of Chicago 

Office Management Magazine 

The Office Magazine 

Olivetti Corp. of America 

Ozalid, Div. of General Aniline & 
Film Corp. 

Paillard Ine. 

Photostat Corp. 

Pitney-Bowes, Ine. 

Planned Offices Corp. 

Preferred Business Services Corp. 

Record Files, Ine. 

Recordak Corp. 

Elaine Revell Co. 

Royal McBee Corp. 

Rudd-Melikian, Ine. 

Simplex Time Recorder Co. 

Smith-Corona Ine. 

The Snapout Forms Co. 

The SoundScriber Corp. 

Stenographie Machines, Ine. 

The Sturgis Posture Chair Co. 

Records Management Div. of Stivers 
Office Service 

Rite-Line Corp. 

Stivers Office Service 

Tab Products Co. 

Tallman, Robbins & Co. 

Thermo-Fax Sales Corp. 

Thomas Collators, Ine. 

Times Facsimile Corp. 

The Todd Co., Div. of Burroughs Corp. 


Transo Envelope Co. 


Triner Seale & Mfg. Co. 

Vari-Typer Corp. 

Visirecord, Ine. 

Victor Adding Machine Co. 
Rol-Dex Div., Watson Mfg. Co.. Ine. 
F. S. Webster Co. 

Wheeldex & Simpla Products, Ine. 


Records— 
(From page 81) 


Access to the area was limited to one 
individual who would report to th 
Office Manager. Since past experienc 
showed a low number of requests fo: 
service (1-2 per day) no one person 
was assigned to the area full time 
Persons desiring to withdraw material 
would call a designated individual who 
could withdraw the material and for- 
ward it to the originator of the request. 
In special cases where time was a fac. 
tor or where there was a question as 
to what material was needed, the a- 
signed -person could accompany the 
area administrator to the vault. 

The problem of transferring the 
screened and sorted material from the 
old storage area to the new was next 
in line. 
from each department was again a 
signed to visit the old area with thi 


A_ responsible representative 


& 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Quite O.foblo 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department } 
and make it a pleasant place to work. 


You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is elimnated. Guide-O- 
folders just glide back and forth on their steel 


frames with finger tip ease. 


Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 


filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. | 
New York 13, N. Y. 


335 Canal Street 


) 
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) THE sOoRG PAPER C 


SORG'S 410 Transluce 


Whiteprint Master Copy Paper 
efor LOW-COST Direct-Cop, 


Reproduction 


e Perfect Copies 
EVERY TIME! 


With the use of direct-print copy ma 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi 
ence in making special papers to exact 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top 
quality master sheet—and yet is priced 
low enough to allow its use on EVER 
business form. 

Sorg’s 410 Translucent is manufactured 
with controlled translucency so that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable — stands up well under 
erasures and frequent handling. 


Your request on your own business letterhead will bring j0# 
a portfolio of 410 Translucent sample sheets for testing 
your own direct-copy machine — as well as the name of jou 
nearest Sorg paper distributor. al 


OMPANY 


Middletown, Ohio 


Manufacturers and Converters of Stock Line and Specialty Pope 


Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 


OFFICE MANAGEMEN! 
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BALL POINT ‘BEAUTIES’ 


NOW THAT YOU'RE USING BALL POINT 
PENS AND PENCILS you must have 
Weldon Roberts Ball Point Erasers! 
These “beauties” are especially made to 
correct the mistakes made in ball point 
writing—the same kind of mistakes made 
in any writing! 


BALL POINT 
q Weldon RoGerils Enanon 


NO. 380 BALL POINT 
In attractive green color, inviting 
texture, handy eliptical shape. 


NO. 138 BALL POINT 


Convenient, paper wrapped, Zé. Ss 
pencil shaped eraser, with av, 


Gap 
pull string for easy repoint- yas 
ing. Attractive green rub- y Wy 
ber core in bright yellow / Qe F 
casing. F iv 


NO. 838 BALL POINT JET 
Convenient pocket and desk 
eraser, with green rubber 
core. In clear plastic holder 
with pocket clip attached. Cap 
unscrews so eraser stick can be 
moved outward. (NO. 8380, not 
illustrated, same eraser with whisk 
brush attached instead of pocket clip. 
Ideal for typists and office workers.) 
Refills, of course. 


ORDER FROM YOUR STATIONER TODAY! 


WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. 


World’s Foremost Eraser Specialists 


365 Sixth Avenue 


Correct Mistakes in Any Language 


GOST IOR 


APRIL 1958 


Use Readers’ 


i 


Inquiry Coupon on Page 100 95. 


Training Center, Socony Mobil Oil Co., Socony Mobil Building, N. Y. C. 


Custom built for Socony 
Mobil Oil Co., this 
HOWE Folding Table 
has Formica top and 
edge. 


troom does the work of 3 
»- - with new, custom-built 


HOWE FOLDING TABLES 


Custom-built HOWE Folding Tables help Socony Mobil 
Oil Co. make multi-purpose use of valuable floor space. 

HOWE Folding Tables provide the good looks of fine 
furniture. They fold and unfold in seconds, can be 
handled by | man, help meet the frequently changing 
workspace requirements of a multi-purpose room 
set-up. 
FREE! Make more efficient use of valuable floor 
space with HOWE Folding Tables. For free informa- 
tion, write for illustrated folder today. 

Custom Division 


HOWE FOLDING FURNITURE, INC. 
1 PARK AVENUE, NEW YORK 16, N.Y. 
| HOWE FOLDING FURNITURE, ING., Custom Division » 
| 1 PARK AVENUE, NEW YORK 16,N.Y. OM-48 


| Please send me your free, illustrated folder describing 
| custom-built HOWE Folding Tables. 

| My name Title 

| Company. 

| Address 

City. Zone. State 
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analyst and re-review the material to 
check for more possible discards and 
also to indicate further retention dates. 
The material to be kept was finally 
packed in storage boxes, labeled with 
the title, year, department responsible, 
and future destruction date. The same 
procedure was followed for non-boxed 
material placed in bins. 

After the systems analyst supervised 
a final “shakedown” of the storage 
area, the operation was turned over to 
the office manager for operation. The 
Systems Section published a standard 
procedure of operation to be distrib- 
uted to personnel using the area. Every 
year the Systems and Procedures Sec- 
tion was scheduled to conduct an audit 
of the program in which retention 
schedules would be reviewed and up- 
dated. Stored material that could be 
discarded from the files and storage 
spaces would be eliminated at the end 
of each year. 

Finally the last stage of the problem 
was confronted: the development and 
implementation of a protection pro- 
gram against internal or external dis- 
asters. Since 1950, the company had 
maintained a number of filing cabinets 
in the silver vault of a small upstate 


Pennsylvania bank. A systems analyst 
made monthly trips to the bank for 
deposit of new material and withdraw- 
al of old. However, late in 1957, sci- 
entific developments in the nuclear 
weapons field clearly indicated the lo- 
cation of the bank was no longer 
effective protection. 


New vital records program planned 


To meet this situation, a task force 
composed of a systems analyst familiar 
with the problem, a representative from 
the International Division, and a legal 
representative was formed to organize 
and prepare a list of vital material and 
to suggest a new location or locations 
for the storage of the vital material. 

Their program, as finally developed, 
provided for the storage of a large 
amount of material such as manufac- 
turing instructions and _ stockholders 
lists at a small company manufacturing 
location in the Philadelphia area to 
insure the company against disaster oc- 
curring at the main office, plus the 
dispersal of a small number of micro- 
filmed records considered essential to 
the corporation to a commercial deposi- 
tory in upstate New York. The partic- 
ular location was selected on the basis 


i iat oe 


of its low cost, easy accessibility and 
excellent protection rating. Again, re- 
sponsibility for implementation and 
maintenance was turned over to the 
office manager. 

At this point (mid-1957), feeling 
that the three-step program set forth 
back in 1953 had been acoomplished, 
the Systems Section concluded the 
project. It was found that total costs, 
including labor and analysis, construc- 
tion, and equipment came to approxi- 
mately $30,000, which was judged to 
be relatively inexpensive for the mag- 
nitude of the job. So far, the system 
has operated smoothly, and seems per- 
fectly capable of controlling the com- 
pany’s records storage problems for the 
foreseeable future. 


Authority levels— 
(From page 34) 


chance that the top man’s wishes, in 
their movement down the channel, will 
alter in emphasis and character. And 
this danger increases in direct propor- 
tion to the number of layers of author- 
ity we introduce. 


Letters and copies make a clear, 


FACTORY: 
LEETSDALE, PA. 


79 Madison Ave. 
New York 16, N.Y. 


401 Wood St. 
Pittsburgh 22, Pa, 


564 W. Monroe St. 
Chicago 6, III. 


96 


| Monthly Books, 
Weekly Sheets 


Stardy, Conven- 
ient, Complete, 
Vest-pocket 
Size 


ess | 
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New SUMMARY 
for INCOME TAX Returns 


Be safe: file BEACH'S new 
monthly Summary forms of 
CONDENSED travel - expense 
data with return, and have 
many copies as desired. 

Also, use BEACH BOOKS— 
best and easiest way to keep 


DETAILED daily records, by 
entering items as incurred. 


er” 


At your stationers; or write 


BEACH PUBLISHING CO. 


19829 W. McNichols Rd. 
Detroit 19, Mich. 


For Building Business with: - 


OOSE 
ONE OF AMERICA'S LARGEST MANUFACTURERS OF U 


sae a 


| just PUBLISHED — 116 pose <otoloe 


YOURS FREE 
write Todey 


THE BINDER C0., INC. 
Gp ee 


-FOURTH AVE. 
perc. ay LEAF PRODUCTS 
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DEPT. OM-3 
OFFICE MANAGEMENT 
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“My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 
t 


only 
$129.00 


al - 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 


attachment also. LASSCO 
CORNER 
ROUNDER 
Model 20 
$24.00 
—tadediang one cutting unit. 
Four shear-action “plug-in” units 
available: Ye", 4", ¥%”", V2”. 
Cuts %2” of stock. Heavy-duty 
Floor Model also available. 
For complete details write: 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


cm 9] 


SAFE TRAVEL 


Baclt-Tu POCKET 


carries I.D.P. Tape 
as part of your 2 


_ LITHOSTRIP_ 
ot LITHOSET © 


POCKET FORM 


ee 


Smart? You bet! Simple? Take a look! Per- 
fect transportation keeps your important 
1.D.P. tape safe and permanently identi- 
fied in the “mother form” unit. 

PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 

We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS . .. on the back of any 
copy in your Continuous or Unit Form sets. 
FREE POCKET FORM SAMPLES ON REQUEST. 


We engineer many types of office 
forms. CONSULT US. 


(Continued ) 


It seems then that one is forced to 
choose between evils; on the one hand, 
of over-extended spans of control for 
individual executives, or, on the other 
hand, of too many levels of authority. 
This is indeed the enigma of growth in 
organization. If there is yet an answer, 
it would appear to be in the develop- 
ment of smaller and virtually autono- 
mous units within the overall organiza- 
tion whenever the nature of the activi- 
ties permits it. This involves true de- 
centralization of authority and the 
absolute minimum of central control. 

There is ample evidence to suggest 
that of the two evils, that of numerous 
levels of authority is likely to prove 
the more serious. And if this is so, 
then the selection of this means of 
providing for growth or relieving over- 
extended spans of control, should be 
done only as a last resort and not, as 
is so frequently the case, as a matter 
of course. 


Coordination most vital factor 


An organization structure, connected 
throughout by purposeful lines of au- 
thority, is only an empty framework 
unless it’s lubricated by co-ordination. 
Luther Gulich has said that “if sub- 
division of work is inescapable, co- 
ordination becomes mandatory.” An- 
other authority has argued that a true 
measure of efficiency in an organiza- 
tion is the efficiency of the co-ordina- 
tion of its functions. 


The rules of co-ordination are in- 
deed simple. They are that co-ordina- 
tion must be early and that it must 
be continuous. A co-ordinated view 
must not necessarily be merely a com- 
promise between conflicting views, but 
should preferably be a compounded or 
integrated view, that is a new and 
different answer to the problem based 
upon all the contributory factors. 


Effective co-ordination supplants the 
unpopular, undesirable and unimagin- 
ative opposite, namely remote control. 
The dangers of remote control are 
amusingly illuminated in the following 
simple verse: 


“There was a dachshund, one so 
long he hadn’t any notion, 
How long it took to notify his 

tail of his emotion; 

And so it happened, though his 
eyes were filled with tears and 
sadness, 

His little tail went wagging on 
because of previous gladness.” 


In AUTOMATIC DATA PROCESSING 
the PRE-INPUT STAGE 
is as important as your 


Approach Shot 
is to Par ! 


+ .. and we are proud to be 
putting automatic data-proc- 
essing systems “‘on the green” 
with electronic pre-input 
equipment. 


" . 
ime 
CORPORATION 


THOMASTON, 
CONNECTICUT 


OPNWINDO 


Steel Guides 


Hundreds of uses—expand or adapt your 
present system—create an entirely new 
system. In I" and 2" widths, colored or 
clear windows. Packed 25 to box with 
labels in strips for easy typing. Also 
alphabetic labels. Printed to order. 


PROJECTING SIGNALS 


In 44" to 2" widths. Choice 
a of 12 plain colors or 
‘B= = ———s by 
SS) mM states, months, numbers or 


to fit special needs. 
“VISE-LIKE GRIP"- Jaws of hard tem- 
pered steel hold fast to pressboard, 
card, bond, even acetate. 


See your office supply dealer 
or write direct 


CHARLES C, SMITH, INC. 


For more than 60 years, a complete line 
of time-saving signals and indexes 


Use Readers’ Inquiry Coupon on Page 100 97 


- a a Fe 
: | pe : 
:* oe 
Zc- 4 
Th | - 3 
Se | bebo — " 
eer. 2 | | 45 a 
i = vot ‘ | *, 7 # 
; we : o | ¥ a ; 
| 
| | vs > oe 
| — oe " 
| -_ “ 
Se ee ee | | Se ee r 
Ee | _ (WERSATILITY <A > 
f ——— ee | | | in filing SQ te 7 4 
" “\ in they — Sanee” f 
G | 
at ° go for | | ft . nif 
ee 4A Smith’s ™" 
| ; 
ee | 
i * 
| a . 
| P| Z 
| i 
| SA 
| * 
| er 
American, sd ee) | 
“set Cmncts | ‘_—_§ 
500 BITTNER ST ST. LOUIS 15. MO sy 
| Use Readers’ Inquiry Coupon on Page 100 PO ‘ai. 
. e 


CATALOGS §f= 
- BOOKLETS, BROCHURES 
FOR THE OFFICE 


wernt peer 


Travel Expense System 

Traveletter Corp., Greenwich, Conn. Brochure on newly- 
developed expense form to aid travelers record information 
required by Internal Revenue Service on next year's Federal 


income tax returns, (1) 
| 

Executive Office Desk: 
Steelcase, Inc., Grand Rapids, i 
Mich. Introducing the Flight ) | 
Line, full-color brochure — on 
firm’s furniture line in decorator | | 
designed office settings. (2) 
: 
; ] 
Binders 
Elbe File & Binder Co., Inc., 
Fall River, Mass. New 116-page, : 
loose-leaf and sales presentation ( 
catalog listing more than 2500 i 
stock items and_ special price ; 
I Le W Av er Y self-adhesive schedules for hundreds of made- Fi 
to-order binders. (3) ¥ 
file folder label : 
1i€ Troider lapels i 
' C 
taster neater cleaner Partitions, Paneling ( 
"ene repay a a Workwall Div., L. A. Darling Ff - 
J ~ ; . : t f 
self-adhesive file folder labels Co., Bronson, Mich. Catalog No. fF - 
= ~ trick so peer wi - 405, describing new system of ; 

asy to type in sheet form wit - pn ee 

margin and centering guides, mov able office partitions and fe 
these time-saving, color-coded paneling. (4); 4 
Avery Lubels cut clerical costs, ( 
are self-adhesive ... with 4 
nothing to wet or moisten... they P 
go on at the touch of a paw... a 
available in 10 border colors neatly, firmly, and swiftly. There’s } 
plus plain white... a moral to this tale of the business , , | 

oneal _— jungle. If obsolete stickers have you Printing Machine b 

up a tree, swing to Avery. Identifying Davidson C ene : \ 
file folders with the new Avery ie avidson x ae, Ryerson o—z0 5 

_ self-adhesive Labels is easy... | St., Brooklyn 5, N. Y. Four-page FC 
like peeling a bana na — in fact brochure, Perfecting Dual-Lith, SUALwn 4 
easier. Try ‘em soon. covering Davidson’s new Per- 0 

fecting Model 255 Dual-Lith ma- . 

Rolls right on file tab without . V 

peeling or popping. | chine. (5) fl 

These NEW AVERY fle | 

folder labels are available k ~ Accounts Receivable System : 

at all stationery dealers. ee ee ome ae ‘ : 

Ask for them TODAY! | Ee ge LeFebure Corp., Cedar Ra 
ON «ix Wim onge. pids, Iowa. Booklet, Cycle Bill- 
(©) | ee ee =o ing Your Accounts Receivable, 

; | Bone illustrating use of cycle billing 
asdf | : g 
ee i Y] em meme | Ct Belg ou - principles to solve accounts fe: 
free | AVERY ADHESIVE LABEL CORP., Dealer Div. 15! i | "= ceivable problems. (6) 
117 Liberty St., New York 6 + 608 S. Dearborn St., Chicago5 | 
samples | 1616 So. California Ave., Monrovia, California | | , : - i 
Offices in Other Principal Cities | Savings in File Room Floor Space 
\ Please send more information and free samples of Avery ° ° ~ 7 . 
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GEMENT 


CLASSIFIED ADVERTISING. 


Rates are 20c a word. Minimum charge $4.00. Payable a | 
vance. Address replies to all Box Number ads c/o 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


cor Sale or to | or to Bu) 


FOR SALE: SELECTOR DIAL 
ington Standard Noiseless, Supplies. In use 2 
years. Parts warranty. If new, cost $1,913.85 plus attaching 
typewriter. Sale price $1175 with typewriter; without $1125. 
MMS Corp., 2217 N. Summit, Milwaukee, Wis. 


FLLIOTT ADDRESSING MACHINE EQUIPMENT. Re- 
placed by Tabulatng System. Good Conditon. 9 I.B.M. Stencil 
Writers; 11 Moisteners: Punch Machine; Inking Machine; 2 
Addressing Machines; 2 Tape Machines; 66 100-drawer Cabi- 
nets. Write: Geo. J. Woodin, P. O. Box 2187, Tulsa 2, Okla. 


FOR SALE: DICTOGRAPH INTERCOMMUNICATION 
System. Twenty line system complete with Executive Master 
Station. Excellent conditon. Bargain price. For full informa- 
tion write O.M. 289. 


FOR SALE: REMINGTON RAND Kolectamatic equipment, 
including 12 MAS 7816 Gray KAM Trays; one 2-drawer 
§C8129 Safe File, card size 8 x 51%. 1 Model 133 Davidson 
Folding Machine. O.M. 290. 

FOR SALE: ONE BURROUGHS, Model M-803, Bookkeeping 
Machine, Serial No. B-240087, purchased new in 1952, used 
an average 4 hours daily till July 1, 1957 and in dead storage 
since then. What will you offer: Contact: Hercules Powder 
Company, Office Manager, Harbor Beach, Mich. 


VARITYPER FONT SALE $10 each. Get list! Free Trial! 
(Worth $30.50 each new). Adamm Co., 656 Broadway, N. Y. 
12, N. Y. TAlmadge 8-8659. 

CARTOONS FOR HOUSE MAGAZINES by America’s fa- 
vorite artists. For samples, prices, send publication name and 
circulation. Cartoons-of-the-Month, Roslyn 5, New York. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write. Wire. National 
Office Equipment Co., 429 Broome St., New = York, N. Y. 


Business O \pportunities — _ 


ELECTRONICS, LEARN HOW to program Business } prob- 
lems such as Payroll, Accounts Receivable and Inventory 
Controi for electronic computers. Send for Free information | 
describing our Home Study Course “Programming for Business 
Computers”. Business Electronics Inc., Educational Section, 
420 Market Street, San Francisco 11, California. 


Positions Available 


HELP WANTED, MALE—Office Manager, 25-40, experienced 
landscape business office procedures, machines. Established 
business progressing; new building: benefits: opportunites. 
Write age, experience, pertinent information. Monroe Land- 
scape Service. 25 Ford, Rochester, N. Y. 

ORDER CLERICAL MANAGER. Excellent opportunity for 
qualified Office Manager to assume full responsiblity for the 
Operation of a mail order clerical order processing operation 
located in the Midwest. Experience in order scheduling, in- 
ventory control, measured work assignments and fast ‘order 
flow preferred. College degree with systems and procedures 
knowledge desirable. Write age, education, experience and 
OM. 291. 


Auto-Typist, attached Rem- 


Perforator, 


salary requireme nt. 


500 ea ° 1000 $15 AN 
BUSINESS ANNOUNCEMENTS 500 ONLY $28 


SUP YOUR LETTERHEAD 10 THIS AD... 
MAIL FOR FREE PROGE | 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
APRIL 1958 


‘Look how this versatilenew [im 
‘Machine speeds upbothwet 


and dry floor maintenanc 
operations! 
ail 


, 


Cleans 12,500 sq. ft. 
per hour 


/ 


FOR WET CLEANING 


In a single pass. . . 

1. Lays scrubbing solution. 

2. Scrubs thoroughly. 3. Picks up 
dirt and solution. 4. Damp-dries 
floor. 


FOR DRY CLEANING 


In a single pass. . . 

1. Polishes or steelwools. 2. Picks 
up all dust and loose material— 
leaving floor bright, clean and 
dust-free. 

PLUS THIS OUTSTANDING FEA- 
TURE...a complete, portable 
wet- dry industriol vacuum. 


@ Exclusive new “Powerflo” drive. No troublesome clutch or differential. 
Provides fully variable speeds forward and reverse @ Twin brushes cut 
big 24” swath@12 gal. solution tank—12 or 16 gal. recovery tank 
@ Short wheel base for easy handling @ Powerful by-pass “Silent- 
Power” wet-dry vac system @ Fingertip controls for all operations 
including squeegee @ Double-bladed suction squeegee @ Variable pres- 
sure on brushes—O to 150 pounds @ Gasoline—Propane—Electric. 


FINANCE & LEASE PLANS AVAILABLE 


Write for details today 
ADVANCE FLOOR MACHINE CO. 
4102 AD Washington Ave. No. Mi polis 12, Mi + 


ADDITIONAL PERFORMANCE FEATURES ———ny 
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GET MORE 


INFORMATION 
quickly - -easily 


On New Products 


Obtain New Catalogs 
and Helpful 
Literature 


Subscribers 
to 
OFFICE MANAGEMENT 


This service 1s provided for the con- 
venience of Office Management Exec- 
utives in obiaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK ... FOR PROMPT SERVICE 


Please forward 
information on the items we have c 


to the respective 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


—. our request for further 
ed below. There is no obligation 


to us for this. We understand this is a service to us as a subscriber. 
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April 1958 New Products Items, and Catalogs 
Cirel a 
APRIL 1958 ADVERTISEMENT , = iis peas —" - 
(Circle respective page numbers on which ads appear) 2 A-2 B-2 C-2 D-2 
Page Page Page Page 3 A-3 B-3 C-3 D-3 
2nd Cover 24 74 92 AWF 4 A-4 B-4 C-4 D-4 
3rd Cover 53 = 93 . ~ ] A-5 B-5 C-5 D-5 
4th Cover 54 6 93 
3 55 77 94 CES : ie “te = a 
4 56 78 94 GSS ‘i _ 
6 57 79 94 SPC 
7 58 80 ABP 95 WRR 
8 59 80 ACS 93 HFF TOOLS OF THE OFFICE 
9 60 81 PBI 96 CMC Information on products listed in the Tools of the Office 
10 61 81 VFI 96 BPC section may be requested by writing in names of manu- 
11 62 83 96 EFB turers. 
12 63 84 GJA 97 LIP Manufacturer Page No. 
13 64 84 WAF 97 ALC 
14 65 84 BBC 97 STC 
15 66 85 a7 CCS 
16 67 86 GS 98 
17 68 86 SMC 99 DEC — 
18 69 86 GBC 99 AFM 
19 70 87 101 
20 71 89 
21 72 92 CLB 
22 73 92 OM 
Fractional page ads further identified by initials of advertiser 
2 DOOMED a cinesiscsacsic Na Deetesheweveseemeideomnewns (ies ME caweres van ereeceles April 1958 Issue 
Company reer eT eee ‘iseeeseensGbwaeee 6656000 60 ¥400 b06080 wae es EEE Rawns Office Management 
Ee eee ne rarer earn tcedaibshonie bid dbtcbnetahiawunea: This inquiry form good 
MN dance ctadeunesenvesseusecesaaaeae pote ND 426.08 MEE gedae crisiandinenwas — eo eS 


Number of Office Employees (all departments).......... 


eee ee eee eeeeees 


INQUIRY SERVICE 


> >?%> >; > > VT> > 


> 


ees £ 
i 
Sa ‘ 
; am 
A t 
7 ig ' 
are sare - ' — . . 1 
tg neo . 5 ee 
| % ; ; sas . ie : : ee 
3 oe ee 5g aes ie 
ies 
ye Nie re For , 
i Pe Pie S: H 1 
eB : ’ 
a. _ Se 
eer Fad ‘ ' 
Ts 9 i : ' 

9 neh P ea 
Ae i ' 

ae an eae : ' 

eon a ' 
= ' 

" oe i ’ 
or -. ; 

tn a 
¥ $ Soe ' 
~ . ') 2 
el 1 
‘il we 1 A 
thay 
“ pe ' A 
ci ie ' 
te oe if 
ba <e ° 1 
ae ' 
Sie are uh 1 B 
Beak oy : 
eae B 
i cutee 1 
= . ‘ 
te & é 

Aes Be tL B 
ESS Stas Fou i] 
ee cee 
= ~ if 5 

SF 1) Br 
; oe : B 

. ' 
e 1p Br 

. @ ' 

_° eee 
Ce 
' 4 
'T Ce 
: ' 
rh Cr 
: 

' 
ip De 
1) De 
| 
if De 
' * 
ty] Die 
Yi 
a ' F 
. ' ( 
i 1 é 

7 
' 

: ‘) Ea 
oe ' N 
'P Ea 

\ 7 
1" 
' ) 4 
; iy Elb 
6 ' ‘ 
; Est 
‘ ' d 
' ~ 
y 

! 
= tt Fal 
z 1 A 
4 For 
! A 

, i) Fri 
a x 

‘; 
'} Ge 

é ' d 

° ; 
me Ger 
e ' A 

,\ Gr 
eee a M 
ie o;: ee ------- e 
ee 100 | 

Ee 4 
atts i a ; ‘ 

Se: Oe ee =” —oc oa el ie = ’ ¢ ae Oe 

Mss “Wepre [ pent tae ae ; SS Roe) wg ime . . ea ee a eed 
i. % a PE et ‘ “Sa ae as ve a = ‘ : Re b a, pom Ee as 


ADVERTISERS’ INDEX 


. 
' 
' 
1 
! 
1 
' 
' 
! 
' Acco Products Div. of Natser Corp....... 101 
' Agency—La Porte & Austin, Inc. 
1 Acme Visible Records, Inc............... 67 
p Agency—E. H. Brown Adv, ment 
' Advance Floor Machine Co... e 99 
' Agency—Vance Pidgeon & Assoc., Inc. 
ye SPE rere ee 84 
' Agency—The McNulty Adv. Agency 
' GSS ade be ohare y baw seis 89 
' Agency—Atherton & C. pal Inc. 
All-Steel Equioment Inc............ 3rd Cover 
' PUgency- -E. R. Hollingsworth & & Assoc. 
' American Cancer Society.............. 80 
American Lithofold Corp...... 97 
' Agency—Burlingame- a Adv. 
' American Photocopy Equipment Co... 53, 54 
1 Agency—Irving J. Rosenbloom Adv. Agency 
American Telephone & Telegraph Co. . 
' Agency—N. W. Ayer & Son, Inc. 
1 Autopint Co., Div. of Cory Corp.. 77 
Agency—Olian & Bronner, Inc. 
' Avery Adhesive Label Corp.. 98 
' Agency—Marltin R. Klitten Co.. Inc. 
' 
: Baltimore Business Forms Co........ 60 
' ; Agency—-Vansant, Dugdale & Co., Inc. 
1 Fe : 84 
Agency—Frank C. Jacobi Adv. 
Barkley & Co., C. L F 92 
Agency- Frank tal Jacobi Adv. 
Beach Publishing Co... ....... 36 
Agency—Francis Adv. Seiad 
Bevco Precision Mfg. ‘ 74 
Mar-Pat Ae. oy ane 
Blaisdell Pencil Co........ 55 


Agency—The Richard A. Foley ‘Adv. 
Brownville Parner Co 

Agency—Flack Adv. Agency, ‘Inc. 
— Industries Industrial Fabrics 

Beers at aA 

Agency—Ben pepe Inc, 
Burroughs Cor 12 

Agency—C “ampbell.. Ewald Ce 0. 


A gency, Inc. 
21 


' 
' 
' 
' 
1 Agency- 
' 
' 
1 
‘ 
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' 


Celotex Corp., The 9 
Agency—MacF arland, . Aveyard & & Co. 

Codo Mfg. Co ‘ 
Agency—C harles E. 


Yost Ad. 
Columbia Ribbon & Carbon Mfg. Co., Inc. 71 
Agency—E. M. gaan Associates, Inc. 
Comptometer Corp... . 
Agency—Henri, Hurst & 


> McDonald, Inc. 
Cramer Posture Chair Con Inc 
Agency—Allmayer, Fox 


> Reshkin Agency, Inc. 


Dearborn Glass Co. . 
Agency—Holtzman- Kain . Adv. 
Dennison Mfg. Co. . 
— Batten, Barton, Durstine & 
rry i+ eee Co 
Dick Co., 
Agency— * uller & 


68 
76 


~ Osborn, Inc. 


' 
' 
' 
1 
! 
' 
' 
' 
' 
' 
' 
i 
' 62 
> Smith & Ross, Inc. 
t| Diebold, Inc., (Flofilm Div.). : 73 
' Agency — Ritter, Sanford & Price, “Ine. 

Ditto, In 85 
‘ pe -Henri, Hurst & McDonald, Inc. 
1) DriStat Div., Peerless Photo Products, Inc. 6 
' Agency— John Mather Lupton Co., Inc. 

DuPont de Nemours & Co., Inc.., vg Bh 
' Grasselli Chemicals Dept., Ludox Wax 22 
' Agency—Batten, Barton, Durstine & Osborn, Inc. 
' 
‘ 
' 
' 
' 
' 
\ 
' 
' 
! 
' 
' 
' 
' 
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Eastman Kodak Co. (Business Photo 
Methods Div., Verifax).... ; 
Agency—J. Walter Thompson ‘Co 

Eastman Kodak Co. (Recordak Corp.) 
Agency—J. Walter Thompson Co. 

; Edison Voicewriter Div., Thomas A 

ison Industries............... 

} Agency—J. Walter Thompson Co. 

Elbe File & Binder Co. , Inc 
Agency—Kenneth L. Nathanson Associates 

Esterbrook Pen Co., The....... 16 
Agency—Young & Rubicam, Inc. 

Eureka Specialty Printing Co. 
Agency— 


—Kretschmer & Dinner, Inc. 


Faber-Castell Pencil Co., Inc., A. W.. 
’ F Agency—J. M. Kesslinger & & 
} once & Co., I ne., W. 84 


' ri eee eae 24 
Agency—J. ‘Walter Thompson Co. 


Assoc. 


; General Electric Co., Commercial & In- 
' Uustrial Air Conditioning Dept. . 
; Agency—Ruthrauff & Ryan, Inc. 


; irre Fieepresting Co., The 


& 3 


Graphic Systems.................. 86 
Agency—Diener & Dorskind, Inc. 
Guide System & Supply Co... 94 
Hale Industries, Inc............ 72 
Agency—Farquhar & Co., Inc. 
I NC Sia chen ia dkan se txawneye 17 
Agency—Hutchins Adv. Co., Inc. 
ammermill Paper Co..............---- 8 
Agency- oe. Barton, Durstine & Osborn, Inc. 
H-O-N Co., SieortaiGeal ais wee 78 


Agency—( ton 7 Hanson Co. 


Howe Folding Furniture, Inc........... 95 
Agency—Lawrence Peskin, Inc. 

Invincible Metal Furniture Co... 2nd Cover 
Agency—Klau-Van Pietersom-Dunlap, Inc. 

Lassco Products, Inc... 97 
Agency—W "ilkinson Advertising 

Macey-Fowler, Inc.......... juaaa 4 
Agency—Givaudan Adv., Inc. 

Marchant Calculators, Inc............ 75 


Agency—F oote, Cone & Belding 


McGraw Edison Co., Voicewriter Div. . 59 
Agency—J. Walter Thompson Co 

Minnesota Mining & Mfg Co. (Thermo- 
a caine Catt alee ddiaths tbe dee 10% 4th Cover 


Agency—Ruthrauff & Ryan, Inc. 
onroe Calculating Machine Co...... 61 


Agency—L. H. Hartman Co., Inc. 

Mosler Safe Co., The......... 69 
Agency—Cunningham & Walsh, Inc. 

National Blank Book Co... , 19, 20 
Agency—Sutherland-Abbott Adv. 

National Cash Register Co. 57, 87 


Agency— McCann-Erickson, Inc. 
Nekoosa-Edwards Paper Co........ 11 


Agency—The Cramer-Krasselt Co. 
Neva-Clog Products, Inc........ 18 
Agency—Wilson, Haight, Welch © = Grov er, . Ine. 
Office Management............. 52, 80, 88, 92 
Oxford Filing Supply Co., Inc.......... 58 
Agency—Kelly Nason, Inc. 

Peerless Photo Products, Inc ee 6 
Agency—John Mather Lupton Co., Inc. 

Peerless Steel Equipment Co......... . 10 
Agency—-Norman A, Strang Adv. 

Pitney-Bowes, | SR Ea 81 


Agency—L. I McGirena & Co., Inc. 
Port Huron Sulvhite & Paper Co..... 14 


Agency—Chandler’s Studio 
Precision Mfg. Co.............. 74 
Agency—Mar-Pat Adv, Agency 
Recordak >. -, Subsidiary of Eastman 
EEN OS ibiste 6 sarale Gk sak ee ab 
Agency 7. Wi “alter Thompson Co. 
Roberts Rubber Co., Weldon..... 95 
Agency—La Porte & Austin, Inc. 
Royal- McBee Corp............. 7 
Agency—C. J. LaRoche & * Co., Inc. 
Shaw-Walker Co.............. 91 
Agency—J. Walter Thompson Co. 
Sheppard Co., C. E., et iwaa a cad en 94 
EE Te Gy, Wan es cc ccrecccscsenss 86 
Smith, Inc., Charles C........... 97 
Agency—Ayres, Swanson & Associates, ‘Inc. 
a MN 55 vnc cnc cvevcess 79 
Agency—C, unningham & & Walsh, Inc. 
Sorg Paper Co., The. . 94 
Agency—I\Wm., Savage & Co. 
Standard Register Co., The... . 83 
Agency—Don Kemper Co., Inc. 
Stromberg Time Corp....... 97 
Agency—G., F. Sweet & Co., Inc. 
ee ee Ter 13 
—- Slovcidliee. Rickard, Gebhardt & Reed, 
ne 
United States World Trade Fair. . ” 15 
Agency—Koehl, Landis & Landan, Inc. 
ee PTET eee . 81 


Agency—Ritter, Sanford & Price, Inc. 
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Acco HELPS KEEP 
THIS BOX ompty 


Boy! The things that can happen in 
an office to make you swear!—Lost letters, 
mis-filed reports, mis-laid sheets, a file folder 
that spills its contents, papers blown about 
by drafts, knocked off desks, mis-handled or 
destroyed. 

Why pay penalties for such misfor- 
tunes? Do away with them! Start Accobind- 
ing! That’s the binding-filing-safe-keeping 
system that keeps all related papers together 
as long as you want them. 

Accobind Folders and Accopress 
Binders are available in sizes to fit all your 
filing needs — and they last for years. Ask 
your stationer to tell you more! 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Divisionof NATSER Cor poration 


Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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editorial 


The Organization Man 


THE ORGANIZATION MAN, since the book of that name first appeared, has 
had one major—and invidious—connotation. All the individual and social dangers 
of conformity as a deliberately sought goal, of conscious merging and subordination 
of oneself to the group, of the ambition to be average rather than outstanding, 
are embodied in the phrase. 


There can be no real quarrel with the thesis that there has been too much of this 
pursuit of mediocrity on the business scene. But there is another type of organiza- 
tion man equally deserving cf the name. The professional man who strives through 
his membership association to raise the standards of his profession is an organiza- 
tion man in the best sense, as he is when he works to extend his knowledge of his 
field, and his qualifications for his job by intelligent participation in the seminars, 
the conferences, the meetings devoted to that field. 


In this issue of Office Management, we carry a report of the recent AMA electronics 
conference in New Yerk, and an advance story on the NOMA International Con- 
ference to be held in Chicago the last week in May. Without organization men 
in the positive meaning of the phrase, men and women eager to learn from the 
experience of others, and willing to give of their own experience and knowledge, 
such meetings as these could not be held. And without such meetings, without 
this constant and spontaneous learning process, those responsible for the administra- 
tion of today’s office could net be the dynamic force they are in the American 
economy. 


We can't have too many of this type of “organization man.” 


OFFICE 
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\GEMEN 


sit down and relax! 


(IN THE MOST COMFORTABLE CHAIR YOU'VE SEEN) 


While seated comfortably, cast an eye on the distinctive 
ASE desk in Ebony, with Beige Formica Top. 

Note the handsome credenza units against the walls. 
Here’s modern efficiency at its very best. 

Everything out of sight but within easy reach. 

Feel relaxed now? You will in this chair... . provides 
perfect support, yet lets you work entirely at ease. 


See your ASE dealer for office planning service. 
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© Mama err ies wees, 


..-cOmpare copy methods; you’ll use this one! 


You’ll use it because here is the world’s 
cleanest, simplest way to copy. Only 
“Thermo-Fax’’ Copying Machines give 


orders, reports, or any forms you now 
must retype or duplicate. You'll see how 
the truly modern simplicity of dry process 


you an exclusive dry process copying 
method that is completely All-Electric. 
No chemicals. No liquids. You make 
copié$ in 4 fast seconds for as little as 5¢ 


copying makes other copy methods old- 
fashioned. You’ll see a brand new way 
to save time and money. Call your near- 
by dealer for your 4-second demonstra- 


each. Try it in your own office on letters, tion now, or send coupon for full details. 


+ MINNESOTA MINING & MANUFACTURING COMPANY -where RESEARCH is the key to tomorrow - +++++" 


#45 


etanecusenougysesoeesees B+, 


\ 
Minnesota Mining & Manufacturing Company, Dept. KN-48, St. Paul 6, Minnesota 


Send me a copy of your informative new book, “Better Business Communications,” 


» 
. 


and full details on clean, dry process copying efficiency. ; 


encoucr oO 


-_p Thermo fax 53: 


COPYING PRODUCTS 


ADDRESS 


"esearch - 


COMPANY ‘CITY ZONE STATE 
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The terms ‘“‘Thermo-Fax"™ and ‘‘Secretary"’ are trademarks of Minnesota Mining & Mfg. Co. 
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